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PREFACE 

An apology is needed for adding yet another to the large 
number of books that attempt to deal with the subject of 
Business Correspondence. We offer several pleas in de- 
fence of our effort. 

Nearly ail the existing books on the subject are written 
by foreign writers, and are intended primarily for readers 
of their own countries. These books, though excellent in 
many ways, do not serve adequately the needs of Indian 
readers. This book is designed chiefly for Indian students 
and businessmen, and intended to meet their special require- 
ments and the conditions obtaining in India. 

We are, of course, not oblivious of the few books on the ' 
subject written by Indian authors. These, however, are 
either elementary, sketchy, or narrow in scope. As far as 
we know, ours is the first, book by Indian authors that Is 
bdth exhaustive and advanced. 

A perusal of books on Business Correspondence by autho- 
ritative British and American writers will reveal the diffe- 
rence between their methods of approach to the subject. 
Oene]felly peaking, the British method is extensive, the 
American method intensive. British books, consequently, 
consider the subject under a long list of headings, such as 
Inquiries, Quotations,. Tmpqrf Trgde, Export Trade, Settle- 
ment of Accounts, Agencies, Secretarial Practice, Insur- 
ance, etc. American books, on the bther hand, usually treat 
the subject under only three main divisions, namely, Sales 
Letters, Collection Letters, and Letters regarding Adjust- 
ment of Complaints, but deal with each of the divisions 
very exhaustively. As each method has its o'#!! inMts, 
NsHiuhave incorporated ibth of them in this book. UMil 
otifiSivjsion of the subject is after the ' 

but like American writers we have 
fe^Sfenljie length Sales Letters, Collection 

'&£i 



jui. ment Letters, topics which are often portunctui’ny con- 
sidered by British writers. 

It is said that the American style of business correspon- 
dence, by virtue of its freshness and vitality, is belter than 
the British style, which is generally formal, iiackneyed anu 
insipid. In our opinion, however, if the British stylo is 
defective on account of its excessive conservati.sm, the 
American style suffers from a degree of informality which 
frequently borders on impertinence. For the letters given 
in this book, therefore, we have adopted a style which is a 
compromise between the American and the British style.s, 
that is, one which is neither too formal, nor intimate to a 
fault. 

Another special feature of the book is that it explain.s the 
principles as well as the practice of Business Corre.spon- 
dence. Each chapter is divided into two parts, the first ex- 
pounding the principles, and the second illustrating the 
practice by means of specimen letters. In this respect the 
book is unlike many others which give only a number of 
specimen letters, leaving it to the readers to deduce the 
principles on which they are based. 

All the more important chapters in the book, such a.s 
those on Agencies, Export and Import Trade, Banking, In- 
surance, and Secretarial Correspondence, have been gone 
through and approved of by appropriate autliorifies from 
amongst leading business and professional men. 

A large number of letters appearing in the book, with the 
exception of those of a general nature, are copies, with dis- 
guised names and addresses, of letters taken out of the files 
of well-known Indian and foreign firms. These can, there- 
fore, be regarded as representative of the modern businie.ss 
practice, 

As the book covers the syllabuses in Business Correspon- 
deinee for the Intermediate CoiKmerce ■and the 
^apRinations pf the Bombay and other Indian Uniyewties 
S3ad ^examinations of the Indian as w^ll aq the Brifisli 
^ llfnsiittttes of Bankers and also of London Chambers of 



merce and Indian Merchants Chamber, it will serve as* a 
texthaok for students preparing for these examinations. It 
is likely to prove of great practical value to them as in 
selecting and arranging its subject-matter we have been 
guided by our long experience as University teachers and 
examiners. 

Inasmuch as the book contains, within its small size, a 
large amount of information on various branches of com- 
merce, we hope that it will serve as a useful reference book 
to business men as well, who will not have to hunt, in spe- 
cialized publications, for the variety of facts gathered in it. 
We shall also not be surprised if business executives who 
have glanced through its contents encourage their staff of 
the correspondence departments to study it carefully. 

In compiling the book we have had recourse to many 
sources of information and to a large number of books, 
particularly those published by Sir Isaac Pitman & Sons, 
Ltd. To these we acknowledge our immense debt. We 
also gratefully record our indebtedness to the firms who 
allowed us to make use of their files of correspondence and 
to ^reproduce some of their letters. More especially do we 
express our deep appreciation of the assistance rendered to 
us by Mr. V, H, Vora, B.Sc., P.I.A., Life Manager & Actuary, 
New India Assurance Co, Ltd., Mr. Saitya Dev, M.A., De- 
puty SreheraJ Manager, the Bank of Bikaner Ltd., Mr. M. 
B. Kane, Secretary, The Jayabharat Insurance Co. Ltd., 
Mr, J. N. Ahuja, M.A., B.Com., Chief Accountant, Reserve 
Bank of India, and Prof. M. P. Gandhi, M. A., LL.B. who 
took the trouble of going through parts of the manuscript 
and making useful suggestions. Our thanks are also due 
to K. Chopra for helping uS; in collecting materials 

for the' manuscript. ' 

We shall be glad to receive, especially from teachers and 
. business men, suggestions for improving the si^|;ksequent 
IhEd jj^i ons' of the book. 
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INTRODUCTION 

Importance of the Biisinessh Letter. — Time was when 
business was general^ a one-man show. Every trader 
plied his trade in a small area, knew his customers per- 
sonally, and dealt with them face to face. He seldom sent 
out business letters; but when he did so, he wrote them in 
longhand with a quill-pen. In those days there were no 
typewriters, no stenographers, and no dictaphones. Fast 
mail trains, steamers and aeroplanes did not then carry 
letters over vast distances in a short time. Today all that 
is changed. The increase in the means and speed of trans- * 
port and communication, and in the number of instruments 
that science has placed at the service of commerce during 
the last hundred and fifty years, has led to an enormous 
expansion and a great diversity of national and inter- 
national trade and industry. Significant in this picture of 
commercial progress is the part played by the business 
letter. Today by far the greatest part of tho world’s busi- 
ness is done by means of the business letter and in millions 
of tran%actiofls daily throughout the civilized world con- 
tact between the business man and the customer is made 
through the same channel Many and invaluable, indeed, 
are the services it renders. To mention only a few, goods 
are bought and sold, debts are collected, credit is obtained, 
complaints are adjusted, misunderstandings are cleared up 
and the goodwill of customers is gained and held by the 
modern business man through the medium of the letter. 
Small wonder, therefore, if the business letter is regarded 
.as one of the vital forces in the present-day world of 
Wnmerce. 

Tte writing of effective business letters, however, is 
not an easy task. Indeed, some ^people are of the opinion 

1 ' 
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thac writers of busine&s-gtHling letters, like pucts, re 
‘born, not made”. 

We, however, do not subscribe to this viewo It ls 1rue 
that some persons are endowed by nature with a .special 
flair for writing effective business letters, but even these 
persons need training to profit fully by their gift. On 
the other hand, it is within the reach of the average man 
to attain a high degree of proficiencv in letter- writing 
learning carefully and putting into practice the principle.^ 
underlying the art. In fact, experience has shown that 
success in the art of writing business letters is attained 
more by “the capacity for taking infinite pains", than by 
inborn talent unsupported fay application and perseverance. 

Physical Aspects of llie Biisines.s Letter. — All persons 
are in some measure influenced by appearances and many 
are altogether led away by them. The “dress” of the 
letter is, therefore, as important as its contents. Faults 
in its physical make-up reduce considerably its chances 
of winning favourable attention. A Jetler that .speaks oC 
the high quality of the goods it atlcmpls to scdl must redec* 
that quality in the paper on which it i.« written, in Ihe 
design of its letter-head, in the immaculate neatne.ss with 
which it is typed and in different other way.s; for it is its 
physical appearance that forms in the mind of it.s_ reader 
a sub-conscious picture of the chari-cter of "the business 
firm whose name appears at the top. 

No less a genius than Shakespeare has stressed the 
importance to men and women of di easing well, as may 
be seen from the following quotation: 

“Costly thy habit as thy purse can buy. 

But not expressed in fancy; rich, but not gaudv; 

For the apparel oft proclaims the man.” 

- ' Hamlet 

The advice that the poet givf'.s is applicable to jhy 
“dress” of the business letter as w’cll. 

The paper on which the letter is written should be o| 
as good a quality as the writer can afford (“Costly thy 
habit as thy purse can buy"). 



INTEODUCTION 


'3 


A firm IS often judged by the physical appearance of 
its letters. Therefore, every business house should look 
upon the get-up ot its letters as a matter of vital im- 
portance (“the apparel oft proclaims the man”). 

The letter must conform in every respect to establish- 
ed commercial usage. Nothing about it should be odd or 
fantastic (“not expressed in fancy”). 

The colour of the letter-paper and the design of the 
letter-head should not be gaudy and over-ornate (“rich 
but not gaudy”). 

We shall now deal in detail with those aspects of the 
business letter which hove a bearing on its physical 
appearance. 

i. PAPEE: — (a) Quality: The need for using paper 
0 ’ a good quality in commercial correspondence can hardly 
be over-emphasized. Cheap paper definitely harms the 
prestige of the firm using it. On the other hand, letters 
typed on paper of a superior quality make the name of the 
firm’ sending it a pleasant and often a lasting memory. 

, Wise business men, therefore, use the best stationery they 
can buy and regard its cost as a good investment. It is 
sureiy false economy to ‘lose the ship for a halfpenny- 
worth ol tar’. , 

(b) Colour: White is the best colour for paper to be 
used in business correspondence, and it is deservedly 
popular. It is dignified, makes for ease in reading, and 
suits all kinds of business. The ribbons of most type- 
writers are black or purjile; on white paper these colours 
.show up better than on paper of any other colour. Never- 
theless, there can be no objection to the use, by a firm, of 
coloured paper appropriate to its trade. For example, a 
liouse specializing in the sale of lavender water may appro- 
iSriaJely choose mauve paper, If tinted paper is used, it 
should? iTd pf a light shade, and the colour of the typewriter 
ribbon should harmonize with it. , 

(c) Size: The sizes of letter-paper commonly used in 
business in Great Britain and the U.S.A, are as follows:—* 



-t 


MOOERy BUSINESS CORRFSPONDBKCE 


In Great Britain; 

(i) 8 X 10 inches (standard size). ThiS is 
generally known as “quarto’’. Printers call it 
a “Large Post Quarto”. 

(ii) 5X8 inches (foi shoit communicat mts ut 
memoranda. 

In U.S.A.; 

8 | X 11 inches (standard si/et. 

51 X 82 inches 1 These sizes ai'o prc ['erred 

71 X lOi inches J by some firms 

The sizes of letter-paper used in India are either those 
used in Great Britain or those used in the U.S.A., especially 
because standard typewriters and copying machines in use 
here approximate to the above-mentioned dimensions. 

There are, of course, many other sizes of paper which 
are used for specific purposes. Messrs. A. Si F. Pears, i i 
Pears Soap fame, have a very dignified note-paper, J1 • 
inches by 9 inches, which they use on special occasion" 
Some business houses use stationery of note-paper size.ioi 
writing business letters to women. It is also considciod 
desirable by some business houses to write letters on tin 
same size of paper when they intend to convey the idea ot 
personal attention. Foolscap paper is often used for leltcH ; 
addressed to Govei-nment Departments. 

2. Typing: A firm that conducts its corrospondonce 
by hand is sure to be regarded, nowadays, as antiquated. 
The typewriter has superseded the pen, not merely because 
the typewriter is a great time-saver, but also because the 
appearance of a neatly typed letter is more plea.sing than 
that of a hand-written letter. The expression “neatly 
typed” is used here on purpose, because even the best 
paper and the most artistically designed letter-head can- 
not guarantee a pleasing appearance to a letter unless the. 
typist does his part well. A clumsily typed letter ! 

discredit upon the firm sending it out. It pays, 4:hey®lo*'e, ! 
to employ an efficient typist even at a salary somewhat' J 
above the average and pro"vide him with a good * 
writer and ribbons of superior quality. 
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;j Jiargiiis. — The maigii’s oi a, ousmess letter are 
nfcfrly as important as the name oi a picture. They add 
to the attractiveness of the letter. Some firms leave in 
their letters very small margins to liie nghx and to the 
left of the typed matior, as ivell as at *'ho top, and none at 
the bottom. This practice is to be deprecated because it 
makes the letter look shabby and crowded. There should 
be margins of reasonable width on all the sides of the 
typed matter, i.e., at the top, bottom, light and left. The 
margin to the left-hand side of business letters should be 
at least one inch wide and that of official letters written 
on foolscap paper I 3 to 2 inches. 

4. Folding. — The folding of the letter should be done 
in such a manner that it has the minimum number of folds 
and the envelope does not look bulky. Carelessness in this 
respect gives tlie letter an appearance of disorder which 
does not evoke a favourable response in the recipient. 

5. Envelope. — The envelope should correspond with 
the letter-paper not only in colour and quality, but also in 
si^ie. For example, letter-paper of quarto and octavo sizes 
.should preferably be enclosed in envelopes measuring 
51 ''v 31 inches. 
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STRUCTURE OF THE BUSINESS LETTER 

A business letter usually consists of the foilowi'r.g 
parts:— 

1. The Heading. 

2. The Date. 

3. The Inside Address. 

4. The Salutation. 

5. The Body. 

6. The Complimentary Close. 

7. The Signature. 

1. The Heading. — This mainly contains the name and 
postal address of the sender of the letter, and frequently 
other particulars such as description of the business, the 
telephone number, the telegraphic address, etc. It may 
also give the cable address and the name of cable code 
used, if the business has foreign connections. The letter- 
head of a large concern may give addresses of its branches: 
.similarly, that of a branch may give the address of the 
head office. A limited company must add the: word' “limit- 
ed” to its name and give its registered address. If a 
letter is sent from a special department, e.g., the Secre- 
tary’s Office, the Advertisement Department, etc., the name ; ; 
of that department may also be given. 

' As a rule the heading is printed at the top , of the ' 
letter-head, and usually occupies two lines, the first, I; 
printed in bold type, giving the name, of the concern; and: 1 
the second, printed in smaller type, describing,, the nature 
of the business. The telephone mumber, the,„telegraphic i" 
address, the name of the code used, etc., appear eitlief jn^ 
the left, hand, or right hand top corner. , , ; , ' y , ■, 

The lay-out of : the heading is really .the work of the ; 
commercial artist. Therefore,; the intelligent businessman,,/ 
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wno understands the advertising value of an attractive 
let “head gets it designed by such an artist, instead if 
preparing it himself. 

At times, the letter-head is highly ornate. It may 
contain a motto or slogan, be illustrated with a monogiarn, 
trademark or other design, or a picture of a factory or 
business house, and be printed in more colours than one. 
But the modern tendency is towards simplicity and neat- 
ness and not towaids overcrowding. A few specimens ot 
modern letter-heads are given below: 

TeJetjr.iiJiii's; 

DEOIALT 
\JMKR 
MJiOW 

MANGALDAS N. VERMA 

BUILDER ik CONTRACTOR 

MUSTAFA BUILDINO, SIR FHEROZSHAH MEHTA ROAD 
PORT, RO.MBAV. 


‘BUILDENGER® 


/OflKe Siyio 

Tdeplione: \ Residence &R231. 


Cablegrams ; 

aiONDmPKH” fOMBAY- 


fBENTLEY^S 
h * ^ UNIVER S AL 
t B. C Uh ed 


J. B. ADVANl & CQ., LTD. 

ESTD. 1908 

MANUBUCTUHERS^ REPHESENTATIVES 


Head Office j— K \B \CHI, 27, Mangalda^ Hoad, 

Branelieg a —Bombay, Madras, Uahote 
& Calcutta. 

BOMBAY, 2. 

(IX 3 ) 1 a) 


TIMjE-LIFE irKBCtmVE OFFICES 

Infehiothnal 

tIMB &) miXfWO, ROCKR»mJWia CBN WIB .new YOBK, I 
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2. The Date. — Thit> consibls of the day and nam^ oi 
the month and the year in which the lotier is written. 

It may be written either below ihe name of the town 
or alter the name of the town in the same line, and .should 
allways be that on which the letter is written ai">d postocl. 

In the United Kingdom the usual method of indicatinc. 
the date is to -write the day of the mouth with si ml, rd, 
th. as the case may be, and follow it by the name of the 
month and the year, e.g., 29th April, 1943. In the United 
States of America, however, it is customary to place the 
name of the month before the day of the month and not In 
write st, nd, etc., e.g., April 29, 194.3. 

The practice of writing the date as 3 '8/42 3.8.42, or 
3-8-42 cannot be recommended as it would suggest that the 
writer was hard-pressed for time, but more especially 
because it would give rise to errors, particularly in foreign 
correspondence. For example, 3 '8/42 would mean to an 
American March 8, 1942; while British, Australian and 
Canadian correspondents would understand it as 3rd 
August, 1942. 

The following are the recognized abbreviations for 
the months; Jan., Feb., Mar., Apr., Aug., Oct., Nov., and 
Dec. May, June and July are not abbreviated. Although 
such abbreviations may be used in routine, letleivs, it is 
better to write the names of the months in full in .sales and 
other impoertant letters as it is considered more dignifle.l. 
Similarly, the year should be written in full, e.g., 1933, 
and not ’33. 

3. The Inside Address. — This consi.sts nt the name 

and address of the party to whom the lei lor Is wriften. A 
business letter may be written to (a) a privalc gentleman, 
(b) an unmarried woman, (c) a married woman, (d) a 
tradesman, (e) a professional man .such a.s a doctor or a 
lawyer, (f) a firm, (g) a limited company, a corporation,^ 
etc. The correct method of writing the name,s and 
dresses of these various kinds of persons and®bttsis»^} 
houses is shown below:-- r id 

(a) If the letter is written to a private 
inside address will consist of his full nam®^ 
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the. word Esquire or its abbreviation Esq., and his postal 
adm'ess, e.g., 

B. C. Madoxi, Esq., 

14, Park Street, 

Calcutta. 

(bj and (c) The name of an unmarried woman should 
be preceded by Whss and that of a married woman by Mrs., 

Miss Joan Robinson, 

7, Napier Road, 

Poona. 

Mrs. J. M. Brown, 

The Cecil Hotel, 

Simla. 

(d) The name of a tradesman should be preceded by 
Mr. ^bul sec note below) e.g., 

Mr. S. M. Rao, 

Bookseller, 

23, Girgaum Road, 

Bombay, 4. 

(e) Esquire or its abbreviation, Esq., should always 
be used afirf the names of professional men, e.g., 

B. M. Sayed, Esq., 

Lai Bazar, 

Broach. 

S. M. Shah, Esq., Bar-at-Law, 

67, Warden Road, 

Bombay. 

(f) The word Messrs. (Fr. Messieurs) should be writ- 
ten before the names of firms trading under a personal 
title, e.g., 

Messrs, Khanna and HariraJ, 

Neptune ‘BuiMin|, 

Hornby Road, 

Bombay, 1. 



3 


MODERN BUSINESS CORRESPONDENCE 


Messrs, should not be prefixed to the natnes o. ^ , 

trading under an impersonal title, e g., 

The New Book Company 
Booksellers and Publisheis, 

Hornby Road. 

Bombay, 1. 

If a title forms a part of the name of t, Orni nr a 'n .< 
company with a personal name, Messrs, .‘■.liould not w , "1 
before its name, e.g., 

Rai Bahadur Kedarnath & Son.s, 

Old Gate, 

Rawalpindi. 

Sir Isaac Pitman & Sons, Ltd.. 

Kingsway, 

London, W. C. 2. 

(g) Some authorities are of the opinion that 
should not be used with the name ol a limited cumpaV.y 
having a personal name, if it is not part oi the regnteied 
name of the company. This \dow, however, is nut univer- 
sally accepted and in actual practicf* Messrs, is frequently 
prefixed to the names of limited compaiiies ■boariill' pei- 
sonal names, e.g., 

Messrs. Kemp and Co., Ltd.. 

New Charni Road, 

Bombay, 4. 

In the case of public limited companies and large 
corporations, it is usual to address letters to the Genera i 
Manager, the Secretary, or any other responsible official, 
e.g., 

The Manager, 

The Bank of India, Ltd., 

Esplanade itoad, 

Bombay, 1, 
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The Secretary, 

Bombay Electric Supply & Tramways 
Co.', Ltd., 

Ormiston Road, 

Bombay, 1. 

The Deputy Transportation Superintendent, 
G. I. P. Railway, Victoria Terminus, 
Bombay, 1. 

Notes on the use of (a) Mr. and Esq., (b) Miss, (c) Mrs. 

(a) Mr. or Esq . — Esquire (abbreviated Esq.) is used 
in Great Britain, as a title of courtesy, after the name of 
any man who has no other title of distinction such as Dr., 
Rev., etc. In the past the use of Esq. was strictly confined 
to graduates of universities, members of the House of 
Commons, members of certain professions, and private 
gentlemen, i.e., those who were not yeomen, tradesmen, 
artificers or labourers. For this reason, it was then cus- 
tomary to address tradesmen as Mr. This practice is still 
observed to some extent, although the tendency nowadays 
is to use Esq., without regard to the status of the person 
addressed. 

In the United States of America the word Esq. has no 
such precise significance as it has in Great Britain, and in 
busineSs coripespondence it is less commonly used than Mr. 
but is often applied to the names of lawyers and Justices 
of the Peace. 

When a man is addressed as Mr., Rev., Dr., Prof., Capt., 
Col., Lieut., Major, etc.. Esq. must not be used after his 
name. 

Right: Robert H. Brown, Esq. 

Wrong: Mr. Robert H. Brown, Esq. 

Right: Prof. S. G. Beri. 

Wrong: Prof, S. G. Beri, Esq. 

should never be used y,nless the Christian name 
or “the initials of the man addressed precede his surname. 

m 

Right: A. B. Pandya, Esq, 

Wrong; Pandya, Esq. 
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Letters denoting academic degrees, etc. shDi.'ii 

- 1 

Plight. J. Smith, Esq., B.A. 

Wrong: J. Smith, B.A., Esq. 

lb) Miss. — This is piefixed to tho uanic ot an unniai- 
jii.d voman or girl not entitled lo tlie jirelW Ladij 
1 r Dame. In modern use when Mis<? is preflx'od iu Iht' 
ji-name alone, as Mtss Rohmson, it normally indicati's the 
fJdv’st (unmarried) daughter of the family; in icfemng 
to other unmarried daughters the Christian name is em- 
plored, eg., Miss Joan Robinson. But for reasons of eon- 
'•emence the Christian names are often inserted or omitted 
iTphout regard to this rule. 

(c) Mrs. — This is an abbreviation of the word Mistress, 
and is prefixed generally to the surname of a married 
.v'oman. In British usage the writing of a woman’s 
Christian name after Mrs. (as Mrs. Mary Smith) is less' 
common except in legal documents, cheques, etc., the 
I'ormai practice being to write the husband’s name and 
surname after Mrs. (as Mrs. John Smith). In the United 
States both these modes of designation are in general use. 
In India also many women insert their Christian names 
between Mrs. and their husbands’ surnames^ e.g,, 
Mrs. Sarojini Naidu, Mrs. Lilavati Munshi. ' 

fd) Madame. — This title is prefixed to the surname of 
a French married woman and is equivalent to the English 
Mrs. Its abbreviation is Mmc. 

4. Salutation. — ^The salutation in a business letter is 
(he counterpart of greetings like "good morning”, "good 
day”, etc., in social life. It i.s considered necessary by way 
of courtesy to the recipient and to avoid an abrupt tegin- 
ning of the letter. The form of salutation to be I 

business letter will depend upon the personal. 
between the writer and the addressee as well W bgon the 
latter’s position or rank. The following to 'the'u^ual 
salutations used in business letters;— 

Sir, Dear Sir, Bear Sirs, Gentieihtn, Bear 
Madamj Dear Madam, Mesdames. 
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sir aiic! Madam are used in official correspondence and 
marly formal business letters, while Dear Sir, Denr Sirs 
and Gentlemen are customary in commercial correspon- 
dence. 

Sir is very formal and not much used in business let- 
ters except in the following cases: — 

(1) When a small firm or a business man writes a letter 
to an important personage. 

(2) When a business man writes to the head of a Gov- 
ernment Department. This is done with a view to 
falling in line with the practice of addressing the 
head of a Government Department, as Sir in offi- 
cial correspondence. 

Dear Sir is the regular salutation in business letters in. 
all cases where nothing more than a business relationship 
exists between the writer and the recipient of the letter. 

Dear Mr is used when the writer has person '?! 

acquaintance with the addressee and when he wishes to 
adopt a friendlier tone than that suggested by Dear Sir, 
Most business men, however, use the formal business salu- 
tation Dear Sir in all business letters. 

Dear Sirs is the usual salutation in letters addressed to 
firms ^nd companies. 

Gentlemen is falling out of use except in letters 
addressed to boards of directors, committees or public 
bodies. 

It may be pointed out that the singular form. Gentle- 
frui% is never used as a form of salutation. 

Mesdames is used when the letter is addressed to a lirni 
consisting of ladies trading under their personal names. 

In circulars and sales letters, salutations such as Dear 
f%stomer, Dear Reader, Dear Subscriber, etc,, are some- 
times used, 

^ &; The Body of the Letter. — ^This contains the message 
or the information to be conveyed to the addressee, and as 
such is the most important par? of the letter. It is, there- 
fore, dealt with in a separate chapter (Chapter III), 
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6. The Complimentary Close. — This is a kind of coiii'- 
teoiis leave-taking, and consists of words which expressible 
writer’s regard for the addressee. The most commonly used 
forms of complimentary close are: — 

Yours faithfully 
Yours truly 
Yours very truly 

Yours faithfully is the most commonly used compli- 
mentary close in commercial correspondence and agrees 
with the salutation Dear Sir (or Dear Sirs) because these 
forms are neither too formal nor too intimate. 

Yours truly is more informal than Yours faithfully. It 
agrees with Dear Sir and Dear Sirs, In U.S.A. Yours truly 
is the most frequently used complimentary close in com- 
mercial letters. 

Yours very truly is more intimate than Yours faith- 

fully and agrees with the salutation Dear Mr 

Yours obediently, Your obedient servant are not much 
used in commercial correspondence nowadays. * 

Forms of complimentary close such as Very truly 
muTs^ Cordially yours, Very cordially yours, though com- 
mon in America in business letters, are not mucli in vogue 
m England and India. ^ % 

The complimentary close sbouid always be cunsisteni 
with the salutation in number, wording and style and not 
be contradictory to it, e.g., 

Wrong- 

Dear Sirs, 

We are, 

Dear Sir, 

Yours faithfully 

Bight- 

Dear Sirs, ® 

We are, 

Dear Sirs, 

^ Yours faithfully 
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\Vi -Jig — 

7 Dear Sirs, 

We are, 

Gentlemen, 

Yours faithfully 

E.ghl— 

Dear Sirs, 

We are, 

Dear Sirs, 

Yours faithfully 

Wrong — 

Sir, 

Yours sincerely 

fl gin— 

Sir, 

Yours obediently 

Wrong— 

I am,» 

Yours faithfully, 

Patel and Jani. 

P.ign.— 

We are, 

Yours faithfully, 
Patel and Jani. 

When the letter ends with a participle phrase such as 
“Hoping to get a favourable reply”, care must be taken to 
in.sert “I am”, “I remain”, “We are”, etc., between the parti- 
ciple phrase and the complimentary close, e.g., 

Wrong — 

Trusting you will be able to deal with the matter quickly, 

Yours faithfully 

* Right — 

'Slustyag you will be able to deal with the matter quickly, 

■«We are, 

Yours faithfully 
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7. The Signature. — It is the last part ol the leitei nji 
is placed after the complimentary cio.se. It shouisl be 
written by hand, and not typed, even if the letter itseii .s 
typewritten, and should be legible. Those who cannot wri’e 
their signatures legibls’' should have their names t 3 >-ped be- 
low their signatures. If the name of the firm or compan\ 
forms part of the signature, it may either be typed or im- 
printed on the letter with a rubber stamp. In that case the 
name of the person or official signing it should appea" 
below the name of the firm or company. 

The Legal Aspect of the Signature. — From a legal 
point of view, a signature is any kind of mark wherebv the 
writer wants to designate himself, [t may be a name or 
any kind of mark. The law does not care how it is written 
or made so long as it is clear that the writer wdshes to 
designate himself by means of that name or mark. Where, 
however, several persons are associated for conducting a 
business, the law has something to say as to who shall sign 
the letter. For example, in a partnership, any partner may 
sign the name of the firm without adding any descriptjion 
to show which partner did it and he may thereby bind the 
firm if the letter agrees to do something that is within the 
scope of the business of the firm. 

The following hints will show how letters emanating 
from various types of business concerns should be signed. 

(a) A Sole Trader. — The signature of a sole trader 
consists of his real name or the assumed name under 
which he trades. For example, if K. Wadia trades undei- 
his own name, his signature will be; 

K. Wadia. 

If, however, K. Wadia trades under the assumed name 
of Johnson & Co. his signature will be: 

Johnson & Co. 

Note.__lf the writer of a letter is a lady, she should 
pfeferably indicate by her signature whether she ismaarned 
or single. This may be detne by prefixing Miss or Mm in 
hraefeeta before her name, for example: 
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(Miss) Tara Earierji. 

(Mrs.) Sheela Banerji. 

(b) A Fii-Ei. — Aliy one of the partners of a -nrm may 
sign letters on behalf of the firm. He may do this either 
(1) by writing only the name of the firm in his own hand 
cr (2) by writing or typewriting the name of the firm and 
putting his own signature below the name of the firm. For 
example, if Mr. A. B. Patel, a partner in the firm of Jain, 
Patel & Co., signs letters on behalf of the firm, he may do 
so in either of the following two»ways; — 

(i) Jain, Patel &. Co. 

(ii) Jain, Patel & Co. 

A. B. Patel. 

In some cases a reliable employee of a firm is autho- 
rized to sign letters on behalf of the firm. This authority is 
delegated by the execution of a legal instrument known 
as a Power of Attorney. When an employee signs letters 
under such legal authority, he is said to sign per procura- 
tionem (abbr. per pi"o. or p.p.) For example, if John Bull 
is so authorized to sign letters for Smith, Brown & Co., he 
will sign thus;— 

per pro. Smith, Brown & Co., p.p. Smith, Brown &; Co., 
»Johi\Bull. John Bull. , 

All important letters are signed by the proprietor or a 
partner of the firm. But postcards and numerous brief rou- 
tine or unimportant letters are often signed by a clerk or 
any other subordinate employee. He will type the name 
of the firm or imprint it by a rubber stamp and place his. 
own signature or initials preceded by per below the name 
of the firm e.g.: 

Johnson & Co. 
per A. Parekh. 

Mr.Jl.J^e^, instead of signing as above, may write For 
before Johnson & Co. and write Juis own name or initials 
bene^ith, e.g., 

M.B.C.~a 



IVXKJ*. 






For Jonnson & Co., 

A. Parekb. 

» V 

This style ol si^na ure also xndicas.es I’lot ii .s not .ogally 
authorized. 

(c) A LimiteiE Ccmpans'. — ^la the case cl a limited 
company, some important official of the company such as 
the J'lanagOi", the Managing Director, the Secretary, etc., 
has usually the authority to sign letters on bc-iali of his 
company. This authority may result from the execution of 
a Power of Attorney or custom. The existence of legal 
authority is indicated by v/ritmg per pro as in the signa- 
ture given below: 

per pro. Kemp & Co.. L'd., 

John Smith. 

In modern commercial practice, however, per pro, is 
often omitted and the designation of the signatoxy is placed 
below his signature, thus: 

The Building Materials, Ltd. 

B. Kulkarni, 

Secretary. 

As the name of the company appears at the lop of the 
letter-paper, it is sometimes omitted from the signature. 
In that case the correspondent simply signs Jiis mme at 
the end of the letter and gives his designation below it, e.g., 

B. Kulkarni, 

Secretary. 

If the name of the company is typed above the name 
of the individual, the company is considered legally respon- 
sible for the letter. In case the name of the individual is 
placed above the name of the company, the individtial is 
considered legally responsible for the letter, e.g.. 

Signature indicating the f” Yours -■« 

re^onsibility of the \ Kei]c|} 1^114 

bwjpany. , . j,. 

Manager. 




Sigiiatrrs iiuLcot^-g ours fait iiiuiJy, 

indivicliia] . A. Menon, 

lesponsibility. j Sales Manager, 

Kemp & Co., Ltd. 

S'^tiosiires. — If any enc-osures accompany/ the letter, 
tlieir presence may be indicaled (i) by the addition of the 
word '^Enclosures'’ or its abbreviation ''Enclos.” or (ii) by 
the affixing of a bxight coloured paper seal bearing the 
word ''Enclosures” or its abbreviation "Enclos.” in the left- 


hand corner at the bottom of the letter. 

The practice of indicating enclosures is of great help 
in a busy office where the despatch department cannot 
spare time to read each letter to see if any enclosure should 
accompany it. The indication of enclosures by any of the 
above methods is helpful also to the recipient of the letter 
as it enab'^es him to check up the actual enclosures against 
those stated below the letter. 

Superscription.— This word literally means ‘that which 
Is written outside or above something’, and signifies, an 
commercial correspondence, the name and address of the 
addressee on the envelope. The superscription must be so 
accurate and complete that it enables the Post Office 1o 
deliver the letter to the addressee without any difficulty. 

The addresses of correspondents in large cities, which 
are divided into several postal districts or divisions, should 
have, ill addition to the name of the town, the number or 
designation of the poslal district or division in which the 
address is situated, e.g., 

Bombay, 4. London, E.C. 2. 


If the addressee resides in a place outside India, the 
name of the countxy in which the place is situated should 
always be indicated in the address, e.g., 

Newcastle (England). Newcastle (Australia). 


With a view to avoiding the necessity of addressing 
envelopes, ''Window” envelopes are sometimes used by 
bu^il£s^;s J| fflses. A window envelope is an envelope with 
an opening or transparent “panel” in the front through 
which the address is visible. In case such envelopes are 



used, the leitei's tc be eiicicsed should be folded In Si.ch a 
manner that the Inside Address appears through the tre^is- 
parent “panel” or “window”. 

Postscript (abbr, ?.S.). — This word, derived from the 
Latin word Pcstscriptoi, means “written afterwards”, and 
signifies an addition to a letter written after and below the 
signature. A letter vrith a postscript points to the 
Slovenly thinking of the writer, for the inleliigent corres- 
pondent thinks out what he wants to say before be begins 
to write, and says it above the signature. A postscript may 
be legitimately used, however, when the information to be 
conveyed comes to hand after the letter has been complet- 
ed. To signify that the postscript is written by the writer 
of the letter and not by anyone else, it should always be 
signed or initialled by the waiter. If more postscripts be- 
come necessary after the first has been initialled, they 
should be numbered “2nd P.S.”, “3rd P.S.”, etc. Postscripts 
should, however, be avoided as far as possible. It is better 
to rewrite the whole letter than to supplement it with 
postscripts. 
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M)RMS OF INSfDE ADDRESS, SALUTATION AND COMPLIMENTARY CLOSE FOR 

BUSINESS LETTERS 


No. Tjpc of Addressee. 

Example. 

Form of Inside Address. 

Saiiitution. 

Conipliivientary Close, 

1. Sole leader trading in his 
own name. 

K. C. Marrot 

iC, C. Marrot, Esq., 

Dear Sir 

Yours faithMIy 

2. Sole Trader trading under 
an assiimed name 

Gilbert Smith & Co. 
(owned by A. B. Shidi) 

Messrs. Gilbert Smith & Co, 

Dear Sirs 

Yours faiilifuliy 

‘6. A partnership Avith a 
personal name 

Popatlal mid Co. 

Messrs. Popatkl & Co., 

Dear Sirs 

Yours faitlifully 

4. ' Partueraiiip with an 
impersonal name 

New Book Co. 

The Nmv Book Co., 

Dear Sirs 

Yours faithfully 

6, Firm of Ladles with a 

Sheila & Leela 

* 

Mesdames Sheila & Leela, 

Mesrtames 

Yours faithfully 

A Johtstoek Company 
--- - - with a^rsonal aaiHfi 

f 

Kemp & Co.j Ltd, 

?v!easrs. Kemp & Co., Lid., 

^ 1 

Dear Sirs 

% 

Yours faitl-ifiilly 





A Limited Company Avitli 
an imp^jsonal name 

The Bank of India, Ltd, 

The Manager, 

Tile Bank of India, Ltd.. 

] 

Dear Sir j 

i 

Ymurs faithfully 

d. A firrl with a personal 
name fta\dng a titJo as a 
part of the aanie : 

-Sir Ismic Pitimm & Sons. 
Ltd. 

hit Isaac Piliinm & SonsJOear Sirs 

m., 1 

i 

Yours Mtiifully 
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FORMS OF ADDRESS, SALUTATION, AND COMPLIMENTARY CLOSE FOR SOM 
SPECIAL TYPES OF CUSTOMERS {Conhl ) 








D Z} ©r Lc<;?j, — T.i s ic the wh'eh cO'Ua''is 

.he E.assag" or .nio.-ieaon ic. bo ccmx..iiii-cott ’ tv 
vvfher ot the letter to its rcci'cient. It Is rcallv the mot., 
important pait of the letter and, es such, deserves vc'’v 
crrefiu SLudy. Li a way, the vhole of tins book doa w-ih 
iho corsi'de a„icn cf how to wnie the body of dofferont 
types of lef'ers. The hints given in this chanter, however, 
are oi a goncral naiuie, arc! appl'ccble to mo^ Linds 
of letters. 

The body of the budness letter usuaFy coiidsts oi the 
foFowing three parts : 

(1) The Openirg Paragraph. 

f2) The Main Communication. 

» (3) The Closing Paragraph. 

fP The Opening Para,g3*apli.— Tli s prraocapli. as its 
name indicate', serves as an introduction I 0 the lette'’. The 
wording of th'c opening paragraph w'ili depend I'poi the 
nature of the letter and the circumstances in w^hieh it is 
written. For mstance, if the subject of the IcHer is beirg 
broached for the first time, the onening pa o'^enh shoulri 
be such as would aioiise the interest of the ir id'i and in- 
duce him to go through the I'emaining pr t of Ihe leltc-. 
This object can best bo achieved bv the uro of language 
that is direct, emphatic, and not storeott pedi. On the oilier 
hand, the opening paragraph of a V’tif*'' continuing cor- 
respondence should commence with a rcfe'cncc to the 
, letter that is being answered. 

\®4C);b<(sJoe'’ow a few e:j?amplos of the opening para- 
graphs of letters which (a) open, correspondence and (b? 
continue correspondence : 



{s', (l) We ?hoWd like you to Leccms acqiiakited wW- -- 
new “Men’s Shop” at Evans Fraser's, ior we be- 
lieve that tli.s vast new exiension ol Men’s service 
will bring you a pleasure in your personal snon- 
ping sucli as you have <’arely experienced. 

(111 Wuh so many Literesting and impor'aiil books 
corning Irom the press these days, the prob^m of 
choosing what to read is not an easy one. 

(iii) TI your activities include the use oC wood worlang, 
appliances, it will prove to your interest to invesf- 
gate the modern machines produced by “Crescent”. 

(iv) We are about to place an order for our annual 

requirements in cardboard boxes and shall be glad 
to consider your quotations for etc. 

(b) (i) Your letter dated the 2nd September has reached 
us and is receiving our careful attention. 

(ii) We are pleased to learn from your letter of the 
t2th instant, just received, that you are interested 
in ladies’ handbags. 

(iii) W^e thank you for your letter of the 1st January, 

containing an order for 

(iv) We are surprised to note from your letter of the 

5th June that 

(v) I have to hand your inquiry of the '■2nd l^fay, and 
am glad to have the opportunity of sending you 
our latest catalogue. 

Some correspondents give in the opening paragraph a 
summary of the letter to which they are replying. This 
practice is not to be recommended as it is likely to make 
the paragraph unduly long. The first paragraph should, 
as far as possible, be brief. We give below examples o'* a 
long but weak introductory paragraph and of a short but 
effective one: ^ 

Weak Opening Paragraph ^ ...,r 

We have received your letter of the 5th October, 

1943, in which you ask for quotations for 30 brass bed- 
steads measuring 5 ft. 4 in. X 6 ft. 4 in., and 30 spring 
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'' iiic^ttresses tO' match, stiitable for the bedrooms cf a 
first class hotel, packed in wooden cases and delivered 
‘Idb. ship of the P. & O. line at Bombay/'. In reply we 
beg tO’ send you the folio-wing quotations. 

Effective Opening Paragraph 

We are obliged for your enquiry of the 5th inst. 
for brass bedsteads and spring mattresses and are 
pleased to send you our quotations as follcws. 

Use of HeadEnes in Business Letters. — -Some business 
men indicate the contents of a letter by a headline (some- 
times preceded by Ee.) placed above the opening para- 

graph, e,g., 

(i) Re. Inquiry for National Cash Registers. 

(ii) Declaration of Dividend. 

(iii) Your Order No. B/28 for Hind Sewing Machines, 

Giving a headline in the above manner has several 
advantages. It attracts the attention of the reader and tells 
him what he may expect to find in the letter. It also faci- 
litates the filing of letters if the system adopted is one 
,based on subjects, and not on names. 

2, ,T5ie Main Communication. — Tiiis may consist of 
one paragraph if the letter deals with a single topic, and 
of more paragraphs if it deals with several matters. 

the Letter into Paragraphs.— The division 
of a letter into paragraphs is not simply a question of 
- ap^al'ance or of giving the reader breathing time at 
convehiept:,: intervals. A well-composed paragraph, is 
not of sentences^ arranged in an arbitrary 

manneh ' It is, qri the contrary, an. orderly development of 
a single thought or topic, or of a distinct feature of a 
topic, in 'a senfence of group of sentences. In view of this ' 
the correspondent should commence a new paragraph 
-;Sghenever he switches on to a fresh topic or a new aspect 
'3fThe^sU.bject.'V ^ ^ 

a paragfaph will depend upon the natxire 
of thp topic discussed in it. Generally short pafagraphs 
arel mofe^ M in appearance than long ones,' and 'they 
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'iCNeal ilieir mcci-'Li^ more ca^-y a:id quiei-i^. ju. o.i occsr-"— 
sloiis long paragraphs m?y be found mo-e appropriate i^ar. 
short ones, for example, m letters wi'ich try to 
cj.n.rr.s, cr in luose which are meant to give es’hau-s'rve 
explanat-ons. 

The correspondent should also see to 't that .be 
graphs of the letter are logically arranged and that h'o 
Irensition from one paragraph to another is natural, and 
not abrupt. If he is replying to a letter, the arrangeme t 
of paragraphs in his reph;" should correspond wdth that of 
the original letter. 

Silb-hcadings of Paragraphs. — If a letter is long and is 
split up into a large number of paragraphs dealing with 
different topics it will be more easily followed if a descrip- 
tive title or sub-heading is given to each paragraph in the 
left-hand margin. The use of sub-headings is not recom- 
mended except in the case of long letters packed with in- 
formation on various matters. 

Should a business letter treat of ohiy one subject? — 
The ideal business letter should deal with only one subject. 
This view is based on aesthetic as well as business consi- 
derations discussed below. 

It is an established principle of literary art that everv 
unit of composition, whether an essay, a short story, a play 
or any other similar piece of writing, shouldr be biSill round 
one main idea or subject. This principle is called the prin- 
ciple of unity. There is no reason why a business letter, 
which too is a piece of composition, should violate it. But 
even on business grounds, it is often desirable that a busi- 
ness letter should treat of a single main subject. That this 
opinion is sound wdll be clear from a study of the following 
letter: 


Dear Sir, 

We beg to acknowledge receipt of your favour cf^ . 
the 4th inst. enclosing a cheque for Rs. fiOilfifg& rwhiCh 
please accept our best thanks, 4 
tlte amount is sent fierewith. , ^ 


i\ In 



c .cu" irpplied to ua or die 
ocsl oJ a Jto^r C ^ d di our c^ooit depaiaiienL Ha 

•t- ^ a 

fap;; a h. » Cs .1 fc v.^-e i’rj :.boiit 14 rnojilhs and 

was o'j'-'.,;^ If) '’'V ^ bec.ais^ you wanted lo reduce 
the oUh’. V..' ;■ \o il jou 'odF kindly ii-.brm 

X!P by ' ’' ' ,j j* v ■'' U-n* you iruri him Iionsi , 

iiiteli'3<"'t oj I 'u ~ t i h j \;i.i :. 

Youi j laiilifuJ}’- 

IL will bo '■■ ' d ra Ih'iir 'ctur <ya!s ‘AitL Lv/o cisUnet 

subjects, on«-- of whu x r '>u ;>’o.s ••' r ■< -’'tlrricc in the form of 
a cheque, and Ibc u.hor a ivjyta. .o opinion about an ap- 
plicant lor SCI vice. Ii the djm .■Gcow’jng the letter has 
several dcpartinents '•■ac'* a" whic!"' Is culrustcd with a par- 
Hcular kind of work, to ’>’Lat (lonartmonL would ii be sent 
for disposalV It may !.e sent llrst lo the Accounis Depart- 
ment and then lo ihe if diinonl DoparlniGnt or vice 
versa; or the or'^h'oJ ’'cturr irrv he rcn‘ lo one of the t’vo 
departments ar.d its copw lo the o'bor. In any cose, tbs 
letter would cause juuch Incoin enienca to the fii-m receiv- 
ing ft, and the firm woiiici, moieuxer, b.' prevented from at- 
tending to the instructions of the writer without delay. 
This difficulty could have been avoided if two letters had 
been written on the occa.sion, nch dealing with a .single 
matter. "In view of Iht.' fact li'al many modern firms are 
organized on a departmental bns's, the violation of the prin- 
ciple of unity even 115 a business letter cannot be 
recommended. 

There is yet another reason why, as a rule, no busine.ss 
letter shpiild treat of more than one main subject. In 
many fittha the filing of letlens is based on subjects and not 
on the nam« of the writers. If a letter of the kind quoted 
above is sent to such a firm, where would it be filed? It 
would have to under one of the two subjects dealt 

Within it, and k reference card would have to be 

placej|^ 4 . ^ _. other subject. This would mean 

much tiwbie and ihoOp,v©nience to the firm receiving the 
letter, " * 



I' bs cbc2r\xd, kcwsver, ihai ca ccr a a occas on?* 
t!icia nay ba justiucabon ior disregarciag uic- pr ncioia ol 
vniLj oxp’a’ncd above. For exaaipla, ii a fina ivccj.ve£ a 
coiuaLiiag diverse metiers, li will have to dea’ wirh 
c 1 t’lO'-e matte s in tliu- ’’cpiy. The. e cait a’sc no harm 
n j.xiucing several d’stinct matters in one letter if it is 
Knov/ii that the firm to which it is to be sent is one in 
which all letters received are replied to by one person, and 
ui which such ]etxe..s are filed according to the names of 
the writers. 

One-Paragraph Letter. — If the communication is very 
brief it may be given in one paragraph and need not be 
divided into three parts as suggested at the opening of the 
chapter, e.g. 

Dear Sir, 

We acknowledge receipt of your letter dated yes- 
terday, and have pleasure in informing you that Mr. 
A. B. B. has been in our employ as a correspondence 
clerk for the past three years, during which time he 
discharged his duties to our entire satisfaction. 

Yours faithfully 

Use of “I” or “We”. — Business letters are so*oetiraes 
writien m the first person singular, sometimes in the first 
person plural. Different business houses hold different 
views m the matter. The reader will, however, find the 
following hints helpful in deciding the issue. 

(1) “We” should always be used in letters bearing the 
signature of a firm or company, i.e., when they are signed 
in any of the following manners: — 

Yours faithfully, Yours faithfully, 

Patel, Jani & Co. Patel & Jani. 

„ Yours faitWttlly, 

The Eastern Trading Co., Ltd. 



EOllY or THE BUSINESS LETTER 


nn 
tS«J> 

\’ou:s la!tMuilj% 

j p.p. 1'be Et.s.ern Trading Co., Ltd., 

A. B. Shsli. 

Saies Manager. 

{2) ‘‘I" mil} bo t’sod ip icrn-.s bea’ing the signr-tiirc o£ 
an individua!; ior c'ampic thobc f-igned as follows:- 

Yours IL'thriilJy, Yuui\s faitliiully, 

A. B. Patoi. A. B. Patel, 

Sales Manager. 

(3) “We”, wliich is vcdyhlier than 'T”. should always 
be u.«ed in letters v.b'ch gh-e in. opinioiis or views of a 
firm or company as a whole. 

(4) ' “I” and “WV’ should not both be used in one and 
the same letter. Only one of the two should be used 
consistently throughout the letter. 

3. The Closing Paragraph. — In mo'-n cases this will 
consist of a few senlonces which close the letter smoothly 

In sales letters and others which are not of a routine 
nature, no cfl'orLs should bo spared to make the closing 
paragraph as striking and cirective as possible, because 
psychologically it is a very important part of the letter, 
being the one most likely to stick in the memory of the 
i-eader. «A few e.xamples of closing paragraphs of non- 
routine letters are given below: 

V(l) We can give your order immediate attention, and 
only await your decision to put ourselve.s cntirel>' 
at your service. 

(2) Let me remind you; vou need not continue looking 
over the Fence of Fate into other people’.s Paradise. 
Have a Paradise of your own! Use the Enrolment 
Form today. 

(5) Remember this apparatus ensures an average re- 
duction of one-fourth in the manufacturing costs. 
J^ork out what this means to you in rupees, annas 
•aailSpies, and you will see the advantage of placing 
your orde# at once. Every day of postponement 
means m adbstantisl loss. 

J^. B. c.— » 
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(4) Now your subscription, has expired. And so to 
' ■ keep your place in our community, I hope yoi|, will 

sign the enclosed renewal memorandum and mail 
it back to me together with an international 
money order or a draft on a U.S. Bank today, 
please. 

(5) I should appreciate the opportunity of calling on 
you to demonstrate our new noiseless typewriter. 

(6) We take full blame for the unfortunate error and 
offer our sincere apology. 


When a letter sets forth in its communication facts, 
evidence, arguments, etc., in favour of or against any pro- 
position, the final paragraph may contain the conclusion to 
which the facts, etc. lead. The following is an example of 
such a paragraph:— 

Consider the attractiveness of our prices, the 
prompt and thorough service we render, the quality of 
our goods, and the binding nature of our guarantee, 
and send your order today * 

Participle Endings.— In most routine letters, the final 
paragraph will be found to contain only One sentence or 
even a conventional participle phrase such as ‘ “Awaiting 
the favour of your reply”, “Trusting to be favoured with 
your order”, “Apologizing for troubling you”, etc. Many 
progressive firms nowadays condemn the use of such end- 
ing on the ground that the;^ are mechanical formulas, 
which have lost ah the significance they might have once 
possessed; that they are uhnatural because nbbody cOh?- 
eludes a cohversation vHLth a' participle phrase; and that 
they necessitate the use of words like “we are” or “I am” 
between the participle phrase and the complimentary 
close, which makes the letter very formal.” ■ 
is largely correct as may be seen from 
;”e>t^pl^i:bf^cbhclUdmg;;para^^^ ’ ’ r 


and assuring you that 



BODY OF THE BUSINESS LETTER 


So 


it will receive our prompt attention, 

i We are, 

Yours faithfully, 


Strong— 

We thank you for the order and assure you that it 
will have our best attention. 

Yours faithfully, 

The use of participle endings should, therefore, as far 
as possible be avoided. 



CHAPTER IV 


ESSENTIALS OF A GO'-:!’. BUSINESS LETTER 

A good business letter is one which is written in fault- 
less English, conveys its message clearly and completely, is 
concise in form, and courteous in tone. In other words, it 
has four essentials, viz., Correctness, Clearness, Concise- 
ness and Courtesy. These four C’s of a business letter we 
propose to consider below. 

1. Correctness. — Correctness in relation to a business 
letter has reference to many factors, the most important of 
which are: (a) the appearance of the letter, (b) its language 
and (c) the information it seeks to convey. The first of 
these (a) has already been dealt with in Chapter I; the 
remaining two will be discussed here. 

(b) The importance of the use of correct English in 
business letters cannot be over-estimated. The recipient 
of a letter containing errors in grammar, spelling arid 
punctuation can come only to the legitimate conclusion 
that the correspondent is an uneducated person, that in all 
probability he is an inefficient business man, and that 
therefore it is not safe to transact business mth hifn. The 
view held by some people that, so long as a letter succeeds 
in conveying to the recipient the writer’s message, riiis- 
takes in its composition do not matter is highly erroneous. 
For example, the purport of the following letter, said fo 
have been written by a clerk, must have been fairly clear 
■ to his employer ^ to, whom it' was .sent. ^ ^ 

Dear Eif, ' ', ■ I ' ; ' 

I.am. sicktof ■m.aIaria,.;",,The' doctor s^ys !■ 

' 'change dhe, 'Climate, \ So. ;please order, leave 
t-'y,'': we6l5S,:„:arid oblige,: , , ' 

'.'yyy'y''' 
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And yet, tlie story goes, the poor clerk was dismissed. 
It sifends to reason, therefore, that the consequences of 
using similar language in business letters would be equally 
disastrous. No one can maintain that correctness of 
language is only of academic interest and that it is of little 
value in business correspondence. 

It should, however, be borne in mind that the mode 
of expression that is correct on one occasion may be inap- 
propriate on another. For example, the style of expres- 
sion used in literary works has to be different from that 
commonly used in business letters. Novelists, drama- 
tists and other literary men have not only to present facts 
and set forth original ideas, but they have also to express 
them in such a way that their style, apart from the sub- 
ject matter of their writings, fascinates the reader. Wit, 
humour and irony are their stock-in-trade, and simile, 
metaphor and other devices of expression, their special 
equipment. Such writers are able to breathe life into the 
dry bones of the most tedious subjects and to make “trifles” 
look “tremendous”.. Their aim is to entertain as well as to 
inform the reader. 

To a business man, what he says is of far greater im- 
portance than how he says it. He has no concern with 
higher •literajy flights. He should, therefore, adopt for his 
correspondence a style that is direct, precise and forceful. 
The language most appropriate to business letters is the 
lan^age of conversation between educated busine.ss men, 
which, is patpral, to the point and free from pompous words. 
Individuality of phrasing is another requisite of a good 
business letter, because no letter is likely to be effective if 
it is Just: a: ‘carbon copy’ of .other letters. A successful cor- 
respondent, therefore, avoids the use of “Commercial 
English”, i,e., wbtdS and phrases which have been employ- 
ed so often in busaijess. letters that they have become stale 
and ^eased to possess any force whatever. ' 

(c) *The information given in a business letter should 
he absolutely correct. Lack of fhorough knowledge of the 
matter treated in a letter is one of the causes of 
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defects of this kind. Another important cause of inaccu- 
racies 'of the information to be conveyed in a letter is*lack 
of concentration on the work on hand, or sheer careless- 
ness and negligence. Whatever may be the cause of such 
errors, they are a source of much annoyance to the reci- 
pient, and at times lead to protracted and costly lawsuits. 
Every detail given in a letter should, therefore, be care- 
fully checked. Mistakes are often made in addressing en- 
velopes, and in writing dates, quantities, measurements and 
prices. Great care should be taken to state these accurately. 
A keen eye must be kept on figures; for instance, 100,000 
must not be written when 10,00,000 is meant. Sums of 
money should be recorded in words as well as in figures, 
e.g., Rs. 50/- (Rupees fifty only). 

2. Clearness. — A letter that fails to convey to the 
recipient the writer’s message is written to no purpose. 

. This is so obvious that it hardly requires to be stated. Yet 
business men continually receive letters that are unintel- 
ligible, either wholly or in parts. Such letters prove highly 
detrimental to the writer, because they cannot be acted 
upon promptly. The business correspondent, therefore, 
should take care to write nothing that is in any way ambi- 
guous or capable of various interpretations. 

The importance of clearness in business lettdibs was 
strikingly pointed out by Lord Chesterfield as early as in 
1751, when in a letter to his son he wrote: “The first thing 
necessary in writing a letter of business is extreme clear- 
ness and perspicuity. Every paragraph should be so clear 
and 'unambiguous that the dullest fellow in the ■ftrorld may 
not be able to mistake it nor obliged to read it tydce ih 
■"''■"■order to- understand ■'';'■ 

The,, main 'causes'.of 'lack,,;Qf,plearneSs 

(a) Incortect position of words, phrases- and' cl8ds4a. 

' (h) Ambiguous use of, jtrohpuns. 
t (d) Use of words having double' meanlnga. 

; .’t'- '(d) JFaulty- punetuatioh.- r, 

;(e)-?Confiised' thinkihgi":-'^- 
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(a) Incorrect position of words, phrases and clanses. — 
A g'sAjd rule to observe for securing clearness is that things 
that are thought of together should be mentioned together 
or as nearly together as the context will allow. Neglect 
of this rule displeases the ear and often obscures the sense. 
Consider, for instance, the following: 

“The manager was not less desirous of punishing 
the strikers than his ofScers.” 

The sentence, as it stands, may mean that the manager 
was as desirous of punishing the strikers as he was of 
punishing the officers. This erddently is not what the 
writer meant. His meaning may be clearly expressed 
thus: — ■■ 

“The manager was not less desirous than his offi- 
cers of punishing the strikers.” 

(b) Ambiguous use of Pronouns. — The pronoun must 
not he used in such a way as to cause any misunderstanding 
as to the noun to which it refers. The following examples 
show the danger of ambiguity arising out of the placing of 
pronouns: 

(1) “Satan trembles when he sees the weakest 
saint upon his knees.” 

It "s said that a child who read this hymn remarked 
that she did not like it; and when asked the reason, replied 
that she hated to think of the saint sitting on Satan’s 
kajees. Evidehtly she understood that his referred to Satan 
ah^ hot to the saint. , 

(2) “If the lad left his father he would die.” 

It is hotlclear who Would die, the lad or his father. It 
is better to expiress the same idea thus: 

“If the' iki left 

(3) “He earried Rs. 1,GOO/- during the year Which 
V ,, he.spent in Boiribay.” ' ' ' ' 

T^ does the relative pronoun toMch refer, ‘year* 

or ‘money’? If to the former, *say, “During the year he 
spent in Bombay he earned Rs. 1,000/-.” If to the latter, 
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say, “During the year he earned Rs. 1,000/-, which he 
spent .in Bombay.” 

(c) Use of words having a double meaning. — The Eng- 
lish language abounds in words having more meaning than 
one. Ambiguity often arises from the use of such words, 
Thus: (1) “He lias a certain claim, to a share in the propei’ty,” 
Does cei’tain here mean ‘indisputable’ or ‘some, though not 
much’? (2) “He has rented the house.” This may mean: 
(a) He has let out the house for payment of rent, or (b) He 
uses the house and pays rent for it. (3) “Bring the gold 
ring in any case.” In any case may mean (a) in any kind 
of box or (b) whatever the circumstances may be. 

(d) Faulty Punctuation.— Modem English Usage gives 
a good example of ambiguity arising out of faulty 
punctuation: 

“Nothing has been allowed to be published except 
books, pamphlets, and papers which had secured the 
approval of the Communist party.” 

The meaning of the above sentence is obscure because 
of its defective punctuation. It can be made clear by 
placing a comma at the end of “papers”. 

(6) Confused tliinking. — 'Another cause of ambiguity in 
business letters is incoherent thinking, and writirig with- 
out a plan. Never attempt to write or dictate a letter 
before you have a very clear idea of what you want to say 
and how you are going to say it. Remember that clear 
writing presupposes . clear , thinking. Correspondents who 
are not clear about what they are- going to say can hardly 
hope to write letters free from , ambiguity. Think out all' 
the, points bearing, upon the, subject,, till they take .^ definite 
form apd become logjcally /connected in your mind. In 
the case: , of long^aiiycSpOrtajat. letters, unless your, memory 
is^ very retentive,, you may jbe.’ 'well-advised, 
down the points in their logical order in the form of a 
; synopsis and then work them out in the letter. This* trill 
prevent ’the omission of jessentials and the inclusion of 
what is irrelevant; it will* enable' you to devote a suitable 
^ount' of space to each topic and to atrdhge the parts in 
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their proper order; finally, it will obviate the necessity of 
addMg postcripts to the letter. 

3- Conciseness. — Redundancy of expression, i.e., the 
use of more words than are necessar}^, is always undesir- 
able; but it is specially objectionable in business . letters, 
which demand, above all, conciseness and precision of 
statement. There are tv/o main reasons why conciseness 
is essential in commercial correspondence. One is that it 
promotes impressiveness, and the other, that in business, 
time is money, and therefore, it should not be wasted in 
writing unnecessarily long letters. Numerous examples 
can be given to illustrate how the use of many words, 
where a few would serve the purpose, often leads to 
feebleness of expression. For example, ‘'The weaver died 
poor*^ is more effective than “The textile operator breath- 
ed his last in indigent circumstances’*. Similarly, “He was 
made the ' recipient of a present in the shape of a gold 
watch for the business introduced by him’* is not as im- 
pressive as ' “Pie was presented with a gold watch for the 
business introduced by him.’* 

Lack of conciseness is caused mainly by (a) Tautology, 
{b) Pleonasm and (c) Verbosity. 

,(a) Tautology means repetition, especially the addi- 
tion- of ^ jyords that add nothing to the sense. Examples of 
it man easily "^e found in current speeches and writings; 

' e.g.,^ “to 'speak all at once together”, “Safe and secure”. 

' Plere ; '.an' example ■ ,of ■ ■, tautology ' occurring in ' a 

sentence:' '“With, xegard to the truth 'of 'the alleged 
.legacy;, left ;ior, 'him by his ■ uncle, there now , appears to be 
a "good" deal; of' 'doubt aslo the , authenticity of the story.” 
Here' thelgst words ''are really unnecessary. ' / The s'entence 
may be' written /as: '/“There now. 'appears to be consider- 
able doubt ' about / the a'lieged , legacy left for 'him ' by his 
, uncle.” '' ■' ' ' ' ' ': 

' /.; 'Plebnasto/mdahs 'the use 'of more/' words than are 
' ne,c€fesary to convey "the '.''sense intended. ' As in" tautology, 
hhere is, ..redundancy, in pleonasm, '' which 'here, consists In 
'needlessly adding what. is 'already" implied, .e,g,,'"‘more"pre- 
lerab'leV. m'anopoly^j. h false lie’, etc. 
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Pieonasm, however, is not always a fault. It may 
sometimes be used for the sake of emphasis as in “I^have 
heard of his bankruptcy with my own ears.” 

(c) Verbosity occurs when many words are used to 
express what could be expressed in fewer words and con- 
sists of roundabout forms, circumlocutions or unnecessary 
details. Tautologsr and pleonasm may be remedied by the 
omission of superfluous words but verbosity requires a 
different treatment. To condense a verbose statement you 
have often to recast it. The following letter is full of 
verbosity; 

Dear Sir, 

I think it proper and advisable to intimate to you 
the fact that while I was engaged in examining my 
books of account this afternoon I found that you had 
overdrawn your account to the extent of Rs. 150/-. 

As far as I am aware you do not seem to have 
made any arrangement whatsoever in the matter of 
securing an overdraft. I shall, therefore, be gi^d if 
you will kindly be so good as to send a remittance of 
sufficient amount of money so that your account may 
be put in proper order. 

Yours faithful^ 

Of all letters, one informing a customer of an over- 
drawn accounts is least expected to he unduly long. An 
unnecessarily lengthy statement O'f the unpleasant matter 
would create the iippression on the recipient that the 
writer is “rubbing in” the state of his account. The above 
letter may, therefore, be recast as follows: 

'"' Dear .Sir,: 

At the close of business today your account stands 
. I : qyerdrawn in. o.ur bobks.tb the^ extent of -Rs*. 150/-. As,.' 
I you have made no arrangements for ^ an overdra|t, I 
\, , shall be glad if you wiU remit , su.S|w;Wt to to put 
5^::fccqqht;;ip.' :br^ei^;,//;/y/ 
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4. Courtesy. — One should never pen a discourteous 
letter? If the writer of a letter thinks, upon reading it, 
that it is in the slightest degree discourteous, he should 
throw it into the waste-paper basket and write another. 
There are many reasons why courtesy is as essential in 
business as in social intercourse. The most important one 
is that it serves as a lubricant that keeps the wheels of 
business moving smoothly and without friction. 

There are many occasions on which business men have 
to write letters dealing with unpleasant matters, such as 
ones asking for an overdue account, making a complaint, 
claiming damages, reprimanding a subordinate, etc. It is 
courtesy that takes the sting out of such communications. 
Business men have also to write letters soliciting favours 
such as asking for credit, or confidential information about 
a firm, etc. Such favours are readily granted if the 
request is couched in courteous language. But apart from 
considerations of material advantage, one should always, 
be courteous, for it is courtesy that distinguishes a gentle- 
man 'from a boor. 

Courtesy is as necessary in letters to one’s employees 
as in those to one’s patrons. The success of business 
depends, not a little, upon willing and enthusiastic co- 
dperatioa froiy. the subordinate staff, and this cannot be 
obtained without showing them courtesy. 

It may be noted that courtesy is more than politeness, 
which signifies merely refinement and good manners. 
Gourteisy implies kindness and warmth of heart, and ex- 
presses itsei: in acts and behaviour showing consideration 
for others, ' ' ■ ■ ^ ■, ,, 

Letters which are intended to build up business and to 
keep it in a fidiifishing state must contain real courtesy, not 
mere pblitene^;/ 
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‘“COMMEECIAL ENGLISH” 

INk&t is Comricrcial Englisli? — The Bepartineiitai 
Committee of the Board of Education, England, which con- 
sidered in 1919 the question of the Teaching of English in 
that country, explained “Commercial English” as follows: 

“Some readers of this Report may be unacquainted with 
‘Commercial English’. We, therefore, give a few examples 
of the words and idiom in the dialect: prox. (next month); 
2 tlt. (last month); inst. (this month); of even date (of to- 
day); beg to or hereby beg to (a meaningless prefix found 
before verbs of all kinds, e.g. ‘I beg to inform you’, ‘hereby 
beg to say’, etc.); your favour, your esteemed favour, 
yours (your letter); I am in receipt of your favour, your 
favour duly to hand, or more familiarly 2/ours to Jmnd 
(your letter has reached me); pei- (by); ck per (in apcor- 
dance with); same (it, e.g., ‘Yours to hand and we beg to 
say we shall give all attention to same’); make or quote 
you (make an offer, e.g., ‘We can make you a discount of 
6 per cent’, ‘My traveller had the pleasure of quoting you 
for the order’); the favour of your im'fhediate reply 
will oblige (I shall be glad to hear from you at qttce).” , 

Growth and Decline of Comiiaercial English.— It will 
bq seen from the above examples that “Commercial Eng^ 

;■ lis|i;’ largely consists of ' words and phrases used by busi-: ' 

ness men with the object of expressing regard and consid^irstr 
, tion for their customers and thereby obtaining theh good- 
will They refer, therefore, tp, the customer as (‘your 
; ; goodself’ and to his letter as “your favour”, call bis order 
“your esteemed command” and speak of their own reply _ 
^''I'tO' 'the ''customer’s letteri as' “Our) respects”.' ''.S 

sions, introduced at first probably by a few business men, 
were soon adopted by others that their'* business 

i pould suffer if : tbejr, too, 'did not wield the weapon of their 
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competitors. Thus the use of “Commercial English” in 
commercial correspondence became almost universal. 

li. the Victorian period, “Commercial English” reached 
the zenith of its popularity and came to be regarded as the 
sine qua non of commercial correspondence. It was not 
long, however, before the defects inherent in the jargon 
began to reveal themselves. It was realized, for example, 
that expressiojrs like “your favour”, “your goodselves”, 
etc., had lost, through over-use, all the significance they 
once possessed, as they had become synonymous with 
“your letter”, “you”, etc., and that, therefore, they had 
ceased to be flattering. It also became apparent that most 
customers looked upon the excessive use of words and 
phrases like ‘kindly’ and ‘beg to . . in the letters they 
received, as showing servility rather than humilitj? on the 
part of the writers. Also, other faults of the dialect, such 
as its stiffness and triteness, its proneness to verbositj'-, its 
lack of sincerity, etc., forced themselves upon the atten- 
tion of many intelligent business men, who began to 
throw it overboard and to use instead, in their correspon- 
dence, the natural and forceful language of conversation. 

The growing dissatisfaction of British firms with “Com- 
mercial English” received an impetus from another source. 
At this time many American business houses opened bran- 
ches in Londqn and these met with remarkable success in a 
short time. It was then realized by British firms that the 
prosperity of their American rivals was not a little due to 
their ability to write better business letters, which was 
attuned by the u.se of the natural, expressive, familiar 
language of conversation instead of stereotyped “Cornmer- 
■cial, English”. \ 

■ “Coihmercial English” was condemned also by the De- 
partmental Committee of the Board of Education, England, 
referred to ' above, whieh, 'after having- received' thev evi-, 
dence of leading British business men, reported as 'follows: , 

“‘Commercial English’ is not only objectionable to all 
those' whb have 'the:- purity of -the language at, heart but, also 
' contrary" ■ 'the' ■ true'' interi^tS'-bS'' '’commercial "life, ■■ sapping" , 
'' ',its''vital'ityla'hd':''«nfe0'uragihg''' ,lh^ ■Us'e''':'''of''':''dry,,'’'meahln.gl'#^',^. 
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formulas just where vigorous and arresting English is the 
chief requisite.” 

Some examples of Commercial English. — We giVb be- 
low additional examples of “Commercial English” and sug- 
gest how the ideas contained in them may be better ex- 
pressed by the use of simple, conversational English. 

Advise. — Example: “We shall advise you when we 
hear from Mr. X.” This word is too hackneyed. It is bet- 
ter to say, “We shall let you know when we hear from Mr. 
X.” 

Beg to state. — ^Example: “In reply to your letter of the 
23rd inst., we beg to state that we have asked our repre- 
sentative to call on you on Thursday next.” It is a glaring 
example of the meaningless phrases that have crept into 
commercial correspondence. Beg means to implore, which 
is unnecessary in business letters.. Better say; “As desired 
by you in your letter of 23rd inst. our representative will 
call on you on Thursday next.” 

Contents noted or contents duly noted. — This expres- 
sion is often used at the beginning of a letter, e.g., “Yours 
of the 2nd instant to hand and contents duly noted.” 'The 
expression is quite unnecessary. If a person replies to a 
letter at all, it is obvious that he has seen its contents. A 
better beginning would be “In reply to your letter of the 

Enclosed herewith^— -Example: “We enclose herewith a 
cheque f or Rs. 200/-.” The word “herewith” is superfluous. 
It is better to say “We enclose a cheque for Rs. 200/-.” 

Enclosed please find.— Example; “Enclosed please find 
a draft for Rs, . . . . . ‘Please find’ is redundant. Say, “We 
enclose;.:a^draft^for■Rs.■: / 

: And oblige.— Too many letters end with “and qblige” 
and therefore the phrase has become wearisomely cam- 
monplace. It should, therefore, be avoided as far as pos- 
sible. A better way of writing would be, “W-e shall' be - 
qbligedif you will.;..,. , 

' ■ Assuring^ yoW' of oyx prompt aftontio«.-rr-This parficiple'" 
phrase is 4 stereotyped. It is better toi, write in its place, 
‘'We, shall giye your order our prompt* attention,” 
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At an early date. — Example; “We shall inform you of 
our decision at an early date.” This is a very hackneyed 
and fegue phrase. Say instead, “We shall inform you of 
our decision in a week.” 

Even date. — Example: “Your letter of even date to 
hand.” The expression, which means “of the same date”, 
is an ugly, commonplace, commercial vulgarism and should 
be avoided. It is better to write instead, “Your letter of 
today’s date has reached us.” 

As per instructions of recent date. — Example: “As per 
instructions contained in our letter of recent date.” It is a 
time-worn commercialism that is both ugly and verbose. 
“Recent date” is vague. Say: “As stated in our letter of 
the 12th June.” 

Gooidselves.— -Example: “We shall be pleased to hear 
from your goodselves” There is no such word as “good- 
selves” in the English language. It is much better to say, 
“We shall be glad to hear from you.” 

Instant (abbr. inst.).— It is better to use the English 
equivalent of this word, e.g., “Our Office will remain closed 
on the 12th of this month.” 

Proximo (abbr. prox.).— This should also be avoided 
and “next month” substituted in its place. 

Ultimo (abbr. ult.).— The word means ‘past month’. 
These words are survivals of old fondness for foreign 
words. . . ' : 

; : Our Mr. Brown. — Example: “Our Mr. Brown will call 
upon you.” This is an ugly and trite phrase. Better men- 
tion the designation of Mr. Brown, e.g., “Mr. Brown, our 
chief salesman, will call upon you shortly.” 

Duly .^Example: “Your letter. of the. 30th June duly to ' 
. hand.” ' 'IliiS: word j ; which' means in the context .“at ' the- 
,propervtirne”,.:is:‘Seldom ...hecessaiity.'and should'. be '.left: put..'' '■ 
'Tt is better to say, ‘^e have. ydur.: letter :of the, Spth; ® 

• Pros and Com of “Commercial English”, — ^It may be 
hot<»6[,*hpjyever, tibat' although most of the educated busi- 
ness men i now di^pprove • of “Commercial English” un- 
reservedly, the number of persons who continue to use it 
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is by no means small. Indeed, some writers go so far as to 
champion its cause. For example, the authors of Twentieth 
Century Business Practice endeavour to prove the impor- 
tance and harmiessness of “Commercial English” in the 
following language; 

“Nor need one lament too loudly over the formal 
phrases that do contribute towards the courtesies of life. 
After all a man when writing a business letter is not intent 
upon producing a faultless piece of English prose. ‘We 
have your letter' is perhaps better than ‘We are in receipt 
of your letter’, and ‘We thank you for your letter of yester- 
day’ is perhaps better than ‘Replying to your valued favour 
of yesterday’s date’, but there is no great crime in writing 
the latter phrase. Nor need we be greatly perturbed 
though a purist points out that we have said ‘your favour’ 
or ‘your esteemed favour’, when we meant ‘your letter’; that 
our ‘of even date’ should rightly be ‘of today’; that our 
‘same’ should be ‘it’. These stock phrases usually come 
either at the beginning of the letter or at the end; and they 
may be regarded as no other than a courteous introduction 
of ourselves and our business or as a leave-taking not too ' 
abrupt.” : : ' ^ ^ 

A contributor to The Times (London) writes in the 
same strain: ' • ' - 

“From time to time the wording of conxmercial cor- 
respondence is severely censured by the exponents of 
Brighter Business. Broadly, they complain of' the con- : 
slant reiteration of hackneyed words and phrases and 
plead for a more intimate style.: ‘Assuring you of our 
' best attention at all times’'' is 'cmathem^ 

: , haps there is something in ; what ^t^ say, but custom 

; : i dies hard. : After iS; not' ■nnpleasantjvevenrwith^' 
a grain of salt, to know that our orders are ‘re^ect-- 
fully’ solicited and ‘much esteemed’ when obtained. 
;The;'.'faci''th4t;' out ■''fttture;.*comtuands’-''Will'‘rec^^^^ best', 
attention’ also does W no harm,” 
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Instead of quoting further from other siroporters of 
“Co'imiercial English”, we give below the main arguments 
advanced in its favour. 

( 1 ) It is a great time-saver. For example, “Vours to 
hand”, noth inst.”, “enclosed please find” are shorter thar 
“we have received your letter”, “10th of this month” “you 
will find accompanying this letter” respectively ’ Such 
examples can easily be multiplied. 

(2) It is used only as an expression of courtesy and 
courtesy, even when it smacks of flattery, pleases the majo- 
rity of people. As the contributor to The Times quoted 
above says, “it is not unpleasant, even wuth a grain of salt 
to know that our orders are ‘respectfully’ solicited and 
‘much esteemed’ when obtained”. 

^ (o) Most of those v/ho severely condemn it are not 
business men but grammarians, professors of English, and 
such other sticklers for correctness, who are unfamiliar 
with the needs of business. It should be remembered that 
the aini ei the writer of a business letter is other than the 
execution of a piece of faultless composition. 

, (4) No word or phrase should be regarded as objec- 

tionable simply because it is associated with commerce. 
Unfortunately the prejudice against “trade” is still widely 
prevalenii; but^it .should be discouraged, not fostered. 

We shall now give a summary of the arguments ad- 
vanced by opponents of “Commercial English” to enable 
the I eader to see the reverse of the medal. 

; (1) It can hardly be maintained that “Commercial 
English” da a time-savei-. It is true that it does contain ex- 
pressions like “yours to hand”, whose chief merit is brevityi 
But they form only a smaU part of the jargon, while the" 
biilk P® it consists of long-wirided and verbose phrases like 
' ‘ in receipt of” for “we ' have received”, “your good- ' 
selves” for“you” and absurd redundancies like “we say 
fhisior your information,” which waste much of the 
writer’s ttoe. .V; ; 

<2) Most of the educated business ipku. look upon oily 
phrases such as “your esteemed favour” and “our hunifale 

/ 'I ,'1'...'';,/“, . , /V',' '' ' ' '' , .* 'v"', V 'i'' ' ' : . ''''■■.'.id' 
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request” as servile and hypocritical, and compressed ex- 
pressions like “yours to hand” as positively discota-teeius. 

(3) The report of the Education Committee, referred 
to above, which condemns “Commercial English” in no un- 
certain terms, was based on the evidence of leading busi- 
ness men of Great Britain. This shows that it is regarded 
as objectionable not merely by “the sticklers for correct- 
ness” but by the business community itself. 

(i) The chief objection to the use of stock phrases lies, 
certainly, not in their association with commerce. It lies 
rather in their hackneyed and stale character, which 
greatly handicaps the person using them by setting him at 
a disadvantage against those whose letters are character- 
ized by individuality of phrasing. 

Conclusion.— -It v/ill be noticed from the above discus- 
sion that words and phrases which belong to “Commercial 
English” are regarded as objectionable for various reasons, 
some for their hackneyed character and verbosity, some 
for curtness, some for incorrectness and so on. It does not, 
however, follow from this that expressions commonly 
regarded as belonging to business jargon should on no, 
account be used in commercial correspondence. For example, 
there is no harm if a person who has received an order for 
goods refers to the letter containing the order as a 
“favour”. Similarly, there can be no objection to a trader’s 
concluding his letter to a customer from whom he has 
always received valuable patronage by writing, “Thanking 
you for your past favours and hoping for a continuance of 
: ,the„same,” ' The., main "principle .'that : every correspondent ,. 
.should observe : is that . he.,, should select such words and 
phrases as express his thoughts, clearly, simply, and appro- 
.priateiy, and ' avoid ' using mechanically hackneyed, ready- .' 
;;.made.' phrases, 



CI-IAPTSE VI 

i^EQUiiiiES AND REPLIES 

_GeaeraL-The importance of the purchasing side ii; 
business is summed up in the proverb, “Weil bou<yht 
half sold.” in accordance ^vith the advice contained h 
tne adage every vhse trader tries to buy his requirements 
cneapest source and on the best possible terms, 
vVith this enL in view he often xvrites letters of enquirv 
to lirrns selling me goods, obtains quotations from them 
and after considering their relative advantages, places his 
orders with rhe firm that has offered the best terms. 

Enquiries are merely requests for information, and 
disse may be made on an almost endless variety of sub- 
jects. in this chapter, however, mainly those enquiries 
are eonsmered which ask whether a particular type of 
goods can be suipplied, and if so, at what price on what 
terms of payment, etc. ’ 

' Occasions on which tetters, of Enquii-y are, sent.- 
Letters of enquiry are frequently sent out by a trader 
when the goods he requires, are of a kind which he does 
.not leguJaily’buy and of which, therefore, he does not 
know the current price. In such a case he usually address- 
; e,|;hisnn.quiry to several firms in .order to. obtain a correct 
.idea of the cost of the goods he wants to buy, and to ascer- 
tain the cheapest and best source of their supply. Letters 
■of enquiry are, also sent out by a trader to ascertain the 
current prices of even those goods he regularly buys if the 

prices of,, spGhl.gQqds. are constantly 'fluctuating.' 

, To whom should Inquiries, he,;, addressed?— If a trader' 
has already been '■'ii:;hu'siness; for; some ‘tiine^'he, will,' 'know ■ 
si»' names^pf thp.^.firnas ■^o'-whom',: 'his; enquiries,' sho.uld' he 
.■,^® : have ; learnt - these-; names-' ''front hetual 

cpiia^ ^th the firms, from advertisements in trade 
^umias, «pin commercial travellers, etc. In case he has 
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set up a new business and wishes to buy his “first stock" 
he is likely to turn to a trade directory to find the iw^mes 
of firms dealing in the goods he requires. A trade direc- 
tory is a compilation containing lists of names and ad- 
dresses of firms engaged in different trades, arranged al- 
phabetically. There are various kinds of directories, som*e 
devoted to particular trades, some to particular countries,, 
and so on. 

Hints on writing Letters of Enquiry. — Although letters 
of enquiry vary considerably in style and contents, the 
hints on their writing given below will be found useful 
on most occasions. 

(1) If you are definite about your needs, describe 
them fully and clearly. This will render further corres- 
pondence on the subject unnecessary, and lessen your 
chances of getting the wrong goods. If you are not clear 
about what you want, you had better ask for a catalogue 
first. By going through it you will perhaps be able to 
make up your mind about what you should buy. You may, 
if necessary, then write a letter of enquiry requesting in- 
formation not supplied by the catalogue. 

(2) After you have described clearly your require- 

ments, request the seller to quote his prices and terms of 
payment. , 

(3) If possible indicate the approximate quantity of 

goods you intend to buy. The seller’s quotation will depend 
on the size of your order, . for, as a rule, the larger the 
order, the more favourable wilT be the quotation. Do not, 
however, misrepresent your requirements just to obtain 
..better terms. ' ','v , 

(4) If you require the goods for a specific, pimpoiei ' or 
for sale during a particular .season, do not fail to say so, 
'because the seller will then.be in a better ppsiffon to offer 
those goods which are most likely to servte your purpose! 

(5) You may conclude your letter with a reques^Sbr 
the lowest quotation and an expression of the "hope 
you will be able to place an order if you are satisfied with 
the terms. 
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EsiQuii-y Foiui. — Some firms make enquiries on print-^ 
sd forms, a specimen of which is given on page 63; It 
will oe seen that the form contains, below the main com- 
munication, blank spaces in which particulars of the en- 
quiry are to be entered. 

Opening and Closing sentences. — How to onen a letter 
of enquiry and how to close it will depend upon the na- 
ture of the enquiry, and the circumstances in which it is 
liiaclt.. It iS, L-heieioie, oifhcult to give general hints ap- 
plicable to all cases. Nevertheless, we give below a few ex- 
amples of suitable opening and closing sentences for such 
letters. These are meant for the guidance of beginners 
only, iOr the correspondent who aims at excellence in his 
Cl aft will develop his own style and will have no use for 
such ready-made expressions. 

Opening Sentences: — 

1 . Pj.ease send me as early as possible your latest 
catalogue. 

2; Will you please send us samples of. .. 

. 3. We are indebted for your address to Mr. X and 

request you to let us know your lowest prices 
and best terms for... 

4. Please, quote your lowest price for. . . 

, 5. Some days ago your traveller called on us and 

solicited from us an order for leather belting. At 
the time of his call we were under a contract and 
; ^ not give your goods a trial. . , 

' 6. We are open to consider quotations for the '=upply 
. of sports goods for our gymkhana, for the current^ 

, 'Season. - ; ^ ■: : 

:.Closing;,Sehtences;---. 'V';'.. 

' i. ' await the faw early reply. ' " ■ 

, solicit 'ypur b®^^ to pur enquiry. ' 

f. look' forward " to . placing; further orders with ' 
you and trust ' that ' you. w4ll make eyery,;^ 
satisfy our particular requirements.' 
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a.i.d are included in the quotation, which is not the case 
witii^“At Station” price. 

3 per cent, 7 days.— This means that a discount'^'of 3 
per cent will be allowed on the prices quoted if payment 
is made within seven days of the date of the Invoice. 

Ex-Warehouse. — This represents the price of the 
goods at the warehouse of the seller. 

Carriage Paid (Carr. Pd.). — This means that the seller 
is responsible for delivering the goods at his own cost to 
the buyer’s address or the nearest station. In the latter 
case it is customary to use such phrase as “carriage paid 
to station.” 

Carriage Forward (Carr. Fwd.). — This means that the 
cost of getting the goods, i.e., of transport, is to be borne by 
the buyer. In practice it is the same as F.O.K. 

Cash with Order (C.W.O.). — ^This means that cash 
should accompany the order, otherwise the order will not 
be executed. 

Cash on Delivery (C.O.D.).— This indicates that pay- 
ment must be made when the goods are delivered to the 
buyer. 

Prompt Cash. — ^This means that payment must be 
made within two or three days of the arrival of the goods. 
During this time the buyer is expected to exarhine the 
goods and check them up with the Invoice. » " 

Net or Nett.— This term means either the amount 
payable after all deductions have been made or the amount 
of payment when no deductions are allowed. This term 
is usually accompanied by a time limit, e.g,, "Nett cash 
within seven days.” , , , 
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1: Request for Catalogue 

SWISS INDL4 WATCH COMPANY 


Station Road, 
Nagpue, 

1st January, 1943. 

^Ii6 Aa&tsrn V/alcli Company, 

Hornby Road, 

Bombay. 


Dear Sirs, 


Please send 
price-list and let 
buyers. 


us a copy of your latest catalogue and 
us iinow your best terms for wholesale 


Yours faithfully, 
SWISS MIA WATCH CO. 
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c-,_ Reply io Letter No. 1. 

EASTERN WATCH COMPANY 


Hornby Road, 
Bombay. 

iOth January, 1943. 


The Swiss India V/atch Co., 

Station Road, 

Nagpur. 

Dear Sirs, 

We thank you for your letter dated the 1st January, 
and have pleasure in sending you under separate cover a 
copy of our latest catalogue and price-list. 

We need hardly add that behind every “Eastern” 
watch is our reputation of over sixty year.s as makers of 
quality watches, specially designed for use in India. 

Our list prices are subject to a.trade discount of 15 
■per cent and an additional commission of 8| pel cent on 

annual puxchases of over Rs. 20,000. ^ 

We trust that you will be able to take advantage of 
these terms.. . ^ 

' , '■ .Yours faithfuMr;,;j 

A ■■. '■.' '. - A EASTERN WATCE-CO.,' 

. . 'T." Williams, ' 

■' ' ;■■■.;: : .■;/', :.Mana^r. 





15, Aitai-T. p.4gj; 
Aesjedabad, 


Messrs. Selwyn Safe 
Cliurchgate Street, 
Bombay. 


Manufactarinc 

o 


Srd January, 
Co., Ltd., 


1942. 


Dear Sirs, 


wL'h;; “.cotnoS-- ®- 

^.-lo i... I.commenaea 370U as makers of b'crhli-J 

inoi<4' Plo;t.o “f,rvf five shelves 

• ... . ixeauc .state your lowest price for the cuiDbo''rd 

end seed n,e a catalogue ot the different taesTf “ate- 

rn.anuiac4;ured by you. 

I shall coimp)are the nrices and mi'i'Ji+aT , 

With those ot: ethers. audh-sTiS r^^^ 


Yours faithfully, 
A. C. Parekh. 
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E&ply to Letter No. o. 

"'w 

3SLWYN SAFE »iANUFACTU,EING CO. 


Chuechgate Stseet, 
Foet, Bombay. 

5th January, 1342. 

Amritlal C. Parekh, Esq., 

15, iAinrit Park, 

Ahmedabacl. 


Dear Sir, 

In response to your letter of the 3i'd inst. we have sent 
you under separate cover oiir catalogue of safes and steel 
cupboards. 

V/e are glad to point out that our cupboard Np. 12, 
described on page 28, accords exactly with your require^ 
ments and we can supply it from , stock. Its list price of ' 
Es. 200, f.o.r. Bombay, is subject to a discount of 21 per cent 
for cash on delivery. V : ; 

As regards the safes, our catalogue describes them on, 
pages 23-24 and points out in what respects they,' are; supe- 
rior to those of other makers. We may add that the: fire- 
resisting qualities of our safes have been fully established 
during the recent fires in the city. We invite you to pay 
ms a visit so that you may be able to see for yourself all 
types of our safes, and alsQ.a'few of those which, have ■ 
remained unscathed in some of the worst conflagrations.:, 

Wours: faithfully, vy: V. 

: ' Selwyn:'Safe Manufacturing 'iGompahy, : 

,\, K. 'C. 'Dubash, 

General , Manager., ■ d’ 
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Quoiaiion Form. 


: W A A.B.C. 5th & Gth Editions 

‘Y\GRia)L/r* I i Bentleys Codos 

Telephone: 

25741? 

HE INDUSTIMl & AGilCMTMAL EMiMEilM Co. 

ELECTRICAL, MECHANICAL & TEXTILE ENGINEERS. 

No* 9, Forbes Street, Fort, 

QUOTATION No. BOMBAY. BTanches Ai^^iwciaied ojjkes 

,r,rT ^-r-— ^ Narsimbariij A Road, 

, EANGAbOiiE CITY. 

- B 159/1 (.Juri Foundry, 

ilYDERABAD (Deccan.) 

g I . A. E. C, (Madras) Ltd . 

A Broadway, 

BLVDHAS. 

& 

Frazer Square 

T)pn,. Slro CO.IMBATbRE. 


Dear Sirs, 


Subject : 


We are in receipt of your favour dated, 

and have pleasure in quoting as under, subject to the Conditions of Sale 
printed overleaf. ' 

Hoping to be favoured with your esteemed order, which will receive 
our rriQst careful attention, 

W'O are, 

Yours faithfully, 

For The Industrial & Agricultural Engineering Co. 


Plact & Time qf Delivery 
Pmjmenl ; — 

^ Imtmmei , 

Other' SiipuMiomt-- , 



SpeciRcation 


1 ' Bate 

! ' Auidunt , ' 1 

f ■ ■ '! 

Rs, 

as. 1 
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CONDITIONS OF SALE 


1 . All quolatioiiSj oSTers and contracts are subject to tbe express condition 
tliat t!ie oianiifactiircrs will not be in any way responsible &r loss or damage 
arising i‘ 2 .‘oai strikes, lockouts or any cause or eontingeii.cy beyond their controi 
(sucli as transport delays, shortened hours of labour, accidents of all kinds, 
perils of the sea or rivers, ^var or the like) iriiether in respect of deliveries 
to or by the manufacturers. The rnaimifacfcurers' responsibility ceases once 
goods are put on rail, ship, or steamer, unless otherwise stated.* ^ ^ 

,2. B-'Iaterial offered from stock, subject to being unsold upon receipt of 
order. 

S. Testing and Inspection, if any, to be at tl;e sellers’ wmrks and to lie 
iinal .there. 

4. In case of any disputes arising, the pdace of J urisdicfcion 'to l>e Bombay. 

5. Dehrult in payment on any one date shall entitle the sellers to^ refuse 
to inake any fiitiire or further cleUverics. 

6. ' All prices are subject to alteration without notice and to coniinnation 

, at the time the order is received. ■ 

7. All goods will be, despatched 'at owner’s risk unless specially arranget! 
to' the' eontra*ry. 'We do not hold ourselves responsible' for any damage that 
may occur in transit, but if desired,' insurance can be efTected ].)y"US'td , cover 
'nskx)f damage in taindt at customer’s cost. 
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G, Enquiry Form. 


Tcieffninif^ ; 

BOMBAY 1 

BANGALORE }• 'LlGIliCOLA” 
MADRAS j 


^CHtiey’s Codes 


IBE iUDSSTgiil a ASSlCBLISlSil 

EUmiCAL, HECHASiCAL AND TESTttE ENGINEE! 

■i«i, Forbes Street, I'oft, 


HS, 


iVlBA Y. 


‘imciaii’d OJ'fkes 
ire, Srce Karsimharaja Road 
UAiNGALOUK Cl'K' ’ 

B 159/1 Gun Foundry 
(Deem.) 

i:.A.R C. (Madras) Ltd. 
Mount Ro.i(I, 
ttm3.4S. 


Dale.., 
No. 


Dear Sir, 


enquiry. 


i lease t[U(iU' as early, as possible ;your loivest prices for th'* 
uiiaeisa<‘Dtoiie(i articles stating the make, time of deliverv Pte“ 
and semi f;he necessary desca-iptive literature. 


■ry, etc,. 
Yours faithfullv, , 


Quantity 


Specification 



> 34 . 


MODERN BUSINESS eOERESFONBSNCE 


7 / for Frinfing. 


HEm^ BOOK COMPANY 


Kitab Mahal, 

188, IIoENBY Hoad, 
Bombay, 1. 

28tli January, 1944» 


The New Jack Printing Works, Ltd., 

39, Saiikli Street, 

Bycuila, Bombay. 

Dear ' Sirs, 

We are sending per bearer the manuscript of our pub- 
lication Modern Busmess Methods, and shall be obliged if 
you will let us have your lowest quotations for printing 
1,000 copies of the same on 40 lb. D/Crown glazed Indian 
Paper, binding them in cloth, and w'rapping them in jac- 
kets of 72 lb. coloured art paper. 

We, await, the favour of an early reply .r .. 

' , Yours faithfully, 
New Book Company. 



ENQUmiES AND REPLIES 

S. Q'^aoiafion for Frkiting, 

Phone No. 41117. 

NEW JACK PRINTING WORKS, LTD. 

39, SANKLI STREET, BYGULLA, 

BOMBAY 


0.“ 


Eslimate No. 3341. 


2nd February, 1914 


IIessrs. New Book Company, 

Bombay. 


Dear Sirs, 

We tliank you for your printing enquiry No. 

of 28-1-44 and beg to submit our quotation as under. We hope 
to be favoured with your esteemed Order. 


Pari ieulars ! 

t , 

1 Quantity 

1 

Price 

Remarks 


iRs. 1 

As. 1 


1, 

For Pr JO ting & Supplying: — 

Modem Business Methods D/Crown 
si/e ?et in K) or 12 pt. and 
printed in black on *t0 lbs. I>/Cro%vn| 
gla7.ed paper as under— | 





Text matter (with paper) 

1000 copies 

3 

0 

Per page 

do (without paper) 

Wrapper printing in single colour on 

do 

1 

; 4 

do 

72 lbs. B/Crown Art or Buff paper j 
do (witliout paper) 5 

do 

33 

0 

lot 

do 


0 

»» 

Binding — full cloth 

Samples of ’Papers enclosed 

1 do 1 

1 

350 

0 



Subject io terms overleaf Yours faithfully^ 

For NEW JACK PRINTING WORKS, LTO. 


f 0 




Manager 
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.^1 . Work produced In au experimental way at customer’s request will be 
considered an order and cluiri*ed for. 

2. Designs, Skef-clies, etc., are submitted in confidence, and Itre our 
property uoiess otherwise arranged. 

'IVhen proofs are re(|uired Author’s eorreetioii on and after first proof 
ineliidiiig alteudion^ in style will be charged extra ad vafmem. Proofs fioiii 
the maeMnewill be charged extra aeeording tothennsount of woii involved. 
No responsiliility be accepted for cj rors in proof passed b) customer. 

k (?uslomer’s property when supplied will be held ditirely at customer’s 
risk as regards lii e or otlier unforeseen damage. Every (*c i‘e w ill be taken to gci 
the best resiilis where materials are supplied by customers but responsibility 
will not be ac4*epled for imperfect woik caused by defetds in or iinsuilability 
of materials so supplied. 

5. Should delivery of work be required sooner than the normal time 
requisite for its proper production every eliort will be made to secure freedom 
from defects but reasonable allowance must be made by customer in such cases. 
Should the de!t\cry necessitate overtime being worked or other additional 
cost being incurred a charge will be made to cover the enhanced eust. 

il No variation or alteration verbal or otherwise of this estimate will be 
recognised unless t!ie same is eonhrmed in writing. 

7. Every endeavour will be made to deliver the correct quantity ordered 
but owing to the difficailty of producing exact quantities estimates arc condi- 
tional upon a margin of 5% (in colour work 10%) being allowed for overs or 
shortage, the same to be charged for or deducted pm rafa> 

S. Any complaint must be made within ten days of receipt of goods, 
beyond whieh no claim can be entertained. 

0. Type will be distributed immediately after the order is executed 
unless ren i is paid for use of type, 

10. Unless the estimate is accepted within one month of the date on 
which it is given it does not necessarily hold good. 

11. This estimate only holds good where work is completed on the part 

of the customer wdth ordinary clarity. Where undue delay occurs in (complet- 
ing work, payment on account will he required and rent will be (tmrged for 
the use of the type, etc. r ^ 

12. Every effort will be made to carry out any contract based on this 
estimate but the due performance of it is subject to variation or cuneellation 
owing to an Act of God, War, Strikes, Lock-outs, Fire, Blood, Drouglit, or 
any other cause beyond control or owing to inability to procure materials or 
articles except at enhanced prices due to any of Ihe ibn^going causes. 

13. A blank page coming behind a printed page will !)e (‘oimted as a 
printed page. 

il. We reserve tlie right to demaml half of the amcninl in advaiK^e and 
balance against delivery. 



.EK’QUfPjrs AND REPLIES 

Mri i - qni) ), 

filAjD PGTTEEIES 


G7 . 


iisat A’l, Esq, .MA LLB, 
V/arden Road, 

Bomoav 


^7, Hornb\ Roao, 

-Bo?vIjj 4.Y. 

15 th March, 1943 


Dear Su, 

repuw ‘KaUpi Chna”, aad hiehly 00®^^'’'^^’'’ 

attention ^ ^ ommend it to yoiii 


• to ca® you do not find what you reomre m ik. . 
logue, allow us to oouit mU tko* * fi e ui the cata- 

Idea of the laiJ , of ^ 

shop We^tSo “ ^ “ ous 

we assure you s«ll be weU Jorth yo^tobll"'*’ 


Yours faithfully, 
S. B. Shah, 
Manager, 



MODERN BUSINESS COSRESPONDENC: 


' 68 

10. Enquiry for Cloth. 

BiELIANCE STOKES 


24, BUDllWAS Petii, 
Poona. 

10th October, 1943. 

Messrs. Virji Bhaba & Co., 

7, Dhanji Street, 

Bombay, 3. 


Dear Sirs, 

We intend to buy a fairly large stock of “Super X” 
suitings for the coming winter season, and shall be obliged 
if you will let us have sample patterns of the cloth with 
your lowest quotations. 

Yours faithfully, 
Eeliance Stores, 

N. Hurwa! 



enquiries md replies 

If. Reply to Letter No. 10. 

VKII BEASA AND COMPANY 


7, Dhanji Steet, 
Bombay, 8. 

12th October, 1943, 

The Reliance Stores, 

24, Budhwar Peth, 

Poona. 


Dear Sirs, 

We are much obliged for your enquiry of the 10th inst. 
and in accoi dance witli your request have forwarded per 
parcel post a book of assorted patterns of “Super X” suit- 
ings. A list of prices is sent herewith. 

’ As regards our terms, we allow 3 per cent on the list 
prices and one month’s credit to approved dealers and are 
prepared to allow you the same terms after receiving satis- 
factory trade 05 bank references. 

We teust you will find our terms suitable and place an 1 

order with us for your winter requirements. * 


Yours faithfully, 
Virji Bhaba & Co. 
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li. Leiiir ashing fur t!i'^iefa'MUia^>l( hm's. 

KELFANCE STORES 


j4. i:s’ )iAV\ ; Pl'iu 

1*V>1 IN •>. 

IGkh IXu-rcb, 1913. 


Messrs. Virji Bhaba & Co., 

7, Dhanji Streei, 

Bombay. 3. 

Deal' Sirs, 

We have received yonr letter of the 12th March well 
as a book containing sample patterns. 

We wish to point out, however, lhat your terms are not 
as favourable as those offered by another firm in Bombay. 
They are prepared to allow us a trade discount of 4 per 
cent and to forward goods carriage paid 1o our address. We 
are willing to order our requircraent.s h'om you in case you. 
can see your way to give u.s the same terms. 

As regards our standing you may refer to: 

1. The Centra] Bank of India, LW., * 

Hornby Road, 

Bombay. 

2. Messrs. Durlabhji & Co,, 

Cloth Merchants, 

Chakla Street, 

Bombay. 

As we want to buy the suitings as soon as possible, we 
eagerly await your reply to this letter. 

Yours faithfully. *' 
Reliance Stores, 

, N. Eurwal* 



CHAPTER VII 
ORDERS 


Geneial. — In the preceding chapter we have pointed 
out how a merchant intending to purchase goods sets 
about his business by first sending out letters of enquiry. 
We have also discussed there how these enquiries are 
attended to and what correspondence passes between the 
intending buyer and the would-be seller regarding prices 
and terms of sale of the goods concerned. After both the 
parties have agreed to the terms, the stage is set for the 
buyer to order the goods. 

Order for Goods. — The letter ordering goods should 
contain information on the points given below. Even if by 
means of previous correspondence the buyer has already 
conveyed to the seller a part of such information, it should 
preferably be repeated in the order so as to avoid any error 
in executing it 
' (a) Quality. 

(b) Quahtily, 

(c) Packing, 

fd) Pwfce and terms of payment. 

(e) Mode of transportr 

(f) Time and" place of delivery. 

(g) Insurance.’ 

(a) Quality.— -The more accurate your description of 
the goods you want to order, the better are your chances of 
receiving the correct goods.. Therefore, give full and Cor- 
rect particulars of their quality, size, colour, etc. If you 
have selected the goods from a dealer’s catalogue, indi- 
cate their quality by mentfom^ number or other dis- 
..tlnguishing 'marte in; the catalogue. .Jf 

the quaPy ; of the go be adequately described 

send a satople with your order. , . - . . 
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(b) Quantity, — Be precise in stating quantities. For 
example, if you want to order 12 dozen 5 lb. tins of A1 tea 
from a dealer who only a few weeks ago supplied ycm six 
dozen 5 Ib. tins of the same tea, do not merely state in 
your present order, “Please supply me 12 dozen tins of A1 
tea.” Specify also the size of the tins you require; other- 
wise you run the risk of getting tins of the wrong size. 
Where necessary, state also whether a part of the goods 
you have ordered may be sent, if it is impossible to supply 
the whole quantity within the time stipulated by you. 

(c) Packing. — The cost of packing peculiar to a trade 
is generally included in the quotation. If, however, the 
buyer desires any special kind of packing for which it is 
usual in the trade to make an extra charge, the type of 
packing required should be clearly indicated in the order, 

(d) Price and Terms of Payment. — Ordinai'ily, the 
letter ordering goods should mention the price and terms 
on which the goods are being ordered. Some correspon- 
dents, however, do not think it necessary to repeat these in 
the order, if they have already been settled by previous 
correspondence. Similarly, when goods are ordered from h 
regular supplier it may not be necessary to mention the 
terms of payment in the order as these are known to both 
the parties from past dealings with each other. To avoid 
misunderstanding, however, it Is better alwi^ys to •state the 
terms of payment in the order. 

When goods are ordered from a firm for the first time, 
it is usual for the buyer 

(1) to send with the order the price of goods in full, or 
such part of the price as is agreed upon; 

(2) to send suitable references with a view to obtain- 
ing the goods on credit; or 

(3) to obtain goods under the C.G.D, system. 

If money is enclosed with the order, the amount anS 
tb^ form in which it is sent (e.g., cheque) should be clearly 
:stated. A brief explanation of the;terins:of ^payment''''gene^^^^ 
rally mentioned in orders and quotations lias been giveii lij 
the previous chapter. 
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(e) Mode of Transport. — The mode of transport, whe- 
ther by steamer, goods train, passenger train, parcel post, 
etc.,*should also be mentioned. If the order is placed on 
the basis of a quotation which specifies or implies a parti- 
cular mode of transport, the buyer need not mention it in 
the order. 

(f) Time and place of Delivery. — If the place of deli- 

very is other than the address of the buyer given in t’he 
order, the address to which the goods are to be delivered 
should clearly be indicated. The seller is expected to deli- 
ver the goods within a reasonable time from the date of 
the order. V/hat “a reasonable time” is will depend upon 
the size of the order, the distance between the buyer and 
the seller, trade usage, etc. If, however, time is an essen- 
tial factor in respect of the goods ordered, this should be 
made clear in the order. For example, a letter ordering 
goods for the Diwali season should state, ‘‘The goods are 
required for the Diwali sale and must reach us on or be- 
fore ” If, in the above case, the buyer does not 

receiye the goods in time he is justified in rejecting the 
goods and claiming damages for the loss he might have 
.suffered by not getting the goods in time. 

(g) Insurance. — In inland trade, ordinarily, goods in 
transit are not covered by insurance unless they happen to 
be vex'y valuable or fragile, e.g., jewellery, glass, etc. If, 
however, it is the intention of the buyer that the seller 
should insure the goods ordered, necessary instructions to 
this effect should be given in the order. In foreign trade, 
goods are almost invariably insured. Detailed particulars 
regarding insurance are given elsewhere in this book. 

Order Form. — ^When only a few things are ordered 
they are usually specified in the body of the letter; but in 
case a large number or variety of goods are required they 
are mentioned at the foot of the letter or entered on a 
sqxarate sheet. 

Many of the large business houses use printed Order 
Forms for all their purchases. These are perforated, num- 
bered and ke|>t in serial order in Order Books. The person 
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Oidciiiig goods has only to nil In the parliculars in llie space 
provided for the purpose in the Order Form. The order is 
made out in duplicate or triplicate. The original is selit to 
the seller of the goods, and hs cop;/ is kepi in the buyer’s 
file. If a third copy is made it is generally sent to the 
receiving department, which cltecks the goods on their 
arrival. 

Order Forms hare certain advantages. Thc\ save the 
time and labour of the cori-espondcnt or his bchig of 

uniform size they can be conveniently'- kept in the ale; and 
they remind the buyer of all the points on whicn he should 
give information in his order. 

Orders fey Telegram. — When an order has been, com- 
municated by a telegram or telephone or orally, it should 
be immediately confirmed by a letter mentioning in detail 
all the points settled on. the telephone or by telegram. 

Acknowledgment ol an Order. — Ordinarily all orders 
received should be acknowledged bj/ return of post if they 
cannot be executed immediately. 

In the letter acknowledging an order, the seller tl^nnks 
the customer for his order, tells him that it is being attend- 
ed to, and indicate.s the time when the goods will be des- 
patched. If the order cannot be executed immediately, 
the seller expresses regret for the delay and points out why 
it cannot be avoided. • 

Some business men make use of postcards for acknow- 
ledging orders. They are often printed and cotitain blank 
spaces to be filled in by the person acknowledging the 
order. 

Cancellation of an Order. — After an order has been 
placed it may be found necessary to cancel it in certain 
unforeseen circumstances. Cancellation of an order is, 
however, not possible in all cases. For example, if the 
order was placed long since and the goods are already on 
the way, it may not be possible to have it cancelled. Simi- 
larly, if some special types of goods have been ordered and 
they are already manufactured, the order cahnot be emu 
celled. If, however, the order is a recept on& ' mid 
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maruiaclure of goods has not been takeii in hand, the' 
narty receiving the order may agree to its cancellation. 

’ll it is decided to cancel ihe order, the decision must 
be immediately communicated, preferably by a telegram, 
which should be followed by a letter giving reasons for 
such cancellation. 

If the buyer decides to cancel his order owing to in- 
ordinate delay in ils execution, he should point this out in 
the lettei’ cancelling the order. 

Execution of an Order. — Every order should, if pos- 
sible, be executed immediaiely or within the time agreed 
upon. A letter advising the execution of an order usually 
contains; 

(a) A I'eferejice to the date and number, if any, of the 
order. 

(b) Expi’ession of thanks for the order. 

(c) Information that it has been executed. 

(d) Information as to the date of the despatch of goods 
and the mode of transport. 

4,e) A statement of the amount of the invoice. 

(f) Mention of the manner in which the seller intends 
to recover the amount of the invoice. 

(g) Solicitation for further orders. 

It may bo pointed out that an alert business man will 
not be satisfied with the order in hand only; he will have 
future orders in mind and will, therefore, endeavour to use 
tliis particular order as a means of obtaining further busi- 
ness. For this purpose he v'ill include some sales talk in 
the loiter. For example, he may refer to the excellent 
quality, etc., of the goods and express the hope that if the 
buyer is satisfied with them, he will continue his patronage. 

Inability to execute an Order. — ^Difficulties arise when 
the seller finds himself unable to execute the order in 
accordance with the terms, and conditions mentioned in it. 
For example, he may not be in a position to promise deli- 
very within the stipulated time; the goods he has in stock 
.may nol correspond in every detail with those ordered; he 
may not be prepared to sell the goods at the prices men- 
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tioiied by tlie buyer; or lor some other reason ire may ImT 
it impossible to supply the goods exactly on the terms and 
conditions stated by the buyer. In such a case, the s^^ller 
should not execute the order till he has ascertained, by 
means of a letter or otherwise, whether the buyer wishes 
him to execute the order on terms which may be somewiiai 
different from those stated in the order. To induce the 
buyer to agree to the terms ouered by the seller, the latter 
may have to put much effective salesmanship into hb 
efforts. 

At times when the order is of an urgent nature and 
the seller is unable to execute it exactly in accordance with 
the wishes of the buyer, he may make bold to execute it 
on his own terms. If he does so, however, he should know 
that his execution of the order on the altered terms is equi- 
valent to the sending of the goods “on approval”. Ho 
should, in that case, ask the buyer to reluni the goods car- 
riage forward if he is dissatisfied with them. 
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1, Order Ferm, 

w 


THE ALLIED) CEMENT COMPANIES, LIMITED. 


Yow Eeftreme : | 

\ 

\ I 

; dill 507 DI G.G, 39 


PBrcbase Bepartmeail. 
ORDER 
for to Canenl 

IVoiLs at 

L&I^HERL 3 .B dC I RJv 


CfiDii"* House, 
Waiidby Road, Fort, 

BOMBAY, 19 


I Our Ref et ence 
Or^ffcir iVo. L/ni 

JIf esSfS» _ ... I P/ea?e guoie ths No. and 

\ JDate in all corr spondencr 
piriaimnsi io this Order, 

„„ „ „ „ „„ _ „ „ .. Such corre&pondeffce should 

be m Sepal ate Letters 
\ tiluch mmt not deal zmth 
mafteis peilmnivg to other 
. Ordas, ® 

Please sappiy the faUrnoing maftnah suhjict to the terms and mtidiiions 
heiow mni on the reterw:-- 


Works 
Indent! 
No. 1 

Description oi' Articles. 

! 

jQnantity. 

1 

I Rate. 

Per 

i 

Total 

Amount. 

1 Rs. as. ps. 



i 

i 








Di{iLlVl’<RlYi The prices shown above are F.O.jR..„„ „ 


Desputcli Instructions : — In the absence of special imtrmtiom ioikeeontrarp^ 

(i) goods should be forwarded to Works at 
Oioners'" Risk rates and not at Railwa'^j 
Misk raies^ 


and (ii) packages weighing more than the minim tm 
— 14 Seers— jued hyt the Bailway Autho- 
riles for carriage hp Goods train should 
not be forwarded by Passenger train. 


Eoiktag , Mdres^ : 

Tlie Manager 

Tlie Alh«i IViment Corapaiiifs, Limited. 
I^akhwi Cement Works. 

LAKIIKBL B, B. 4 C. i. by. 
In (he mse of t)rderMfar full %'agan load add 
• •'*S%rhjtg‘’* after L&khen, 


PoUal Address - 
The Manager, 

The Allied Cffuent Companies, Limited. 
Lakheri Cement Works, 

LAKItKRL B. B. & c. I. BY. 


The f f iaf we Bailway Receipt^ sluiuid be forwarded ai* 
Tfet ie IFnrto umier mwr of a BeHverff Note bmnng the 
Eefenme N&mb$r and Bate of this €kder. 


Tcmr Bill Itt triplloitte ehotM be ntbrnUed to walks 
mitkmmm»dkm»ofiff$pateh of gaodst mda tittadru*. 
plicate mpy of dm bilL taiedm wttk parHeidars siven in 
the BaUway slumld be sent lo the Purchase 


For The Allied Cement 
Companies Limited, 

rtmcBASE debabtmknt. 
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TERMS AND CONDITIONS 

TiiKWOiii) “‘aaiiPiXY’' hiULLMiUN ‘'liii: ALLir.i) j u)'.iPAMKs, 

Deliveiy. — \Hiioiiuh l:his Ordi^r h ])lueetl lor siippiL^s In I no rniiip.qfiyy 
Works meiitioneil oo Ihereveise, Sii|>plicTsskiIldes|uloi^ llie <‘OOfh ioaiiyoilK*!- 
Works under liie CoiapuuyX nuiuiueioeiu. if so requiRHl !>y ihe i uin|kiny* 

(loods shaidd be despatched mthia snea dup^ Jmm ibe dtde of Ihk Oukr 
unicHs idimime hjHcified. 

ShouM SapplimfaH h eiVeeute thh f h^dcr or faip naiit fd 7'.* djpnifih d. Hum a 
ike Companp ditdl bejret\ 7ei!koid piriasi anij aative iu h pimimse 

ike uadiiivered pooih j)ofp the macLf! a! SappUcn lidc a ad r ( si, aad Happlkth 
shall leimhnrse the Compaaij ia }esp{rl of aap irss or damai^e {ii dhui Jrom iheir 
failure to deliver the Soods. 

Railway Receipts, — Cletin iliiibvuy ReoelpK to^^eilior 'vuili hills in 
hipiieale slioiild be seiU diivet to the Faetory coiktiIkhI voile mt loss of Itiae 
so as to avoid deiaiirra^e. 

Packing,— Clean Ralhuiy Receipts sliall not fiowewr, he coiisMercd as 
suilleleni proof lliut «oods are sc<*urel\ packed. Any brcakti'ic, diunaye and/ 
or pillerage in Iransii, ai’ism <4 from lauU\ packiici; Niiall na home Ir 8up|)lieis, 

Quantity.— tons tet! be paid for ov the basis oj mi iiUfoniip mrived at 
Works after deduction of tare, as found at the Faefonj imsp^etire of the weinhi 
indieuieli in the SuppUm^ invokes. 

If the qmntifp received at Works is found to be in edvess of Hu qmmUip 
ordered, the Company skull he entitled to rejeei ihe e, veers. 

If there be any (Imrepancy hettiren the number, dimensimis^ rnlume muHor 
weight of ihe goods requisitioned by ihe Company, Suppliers shouid bring such 
dmrejmncy to the notice of ihe Company while tendering for ihe goods. 

Samples, — ^Before proceeding to cxmilc* tins (Irder, Suppliers .shall 
o])talii the Conipany'’b previous appro-v'rd of samples of sm'li * 4 oudN as lan^e lo 
be obUuned from foreign countries or manuracluivfl Ic? .'.uil Ha* ( ompsiny's 
special requireinents. 

If any samples are furnished lo Su])plicrs by the C'ompuii>v tlic same 
slioald be returned in good comiition to the Ibiciory along <Hth the materials, 

Quality*— The (‘ompany shall be £r(*c to re|cct goods unless their qiialdy 
is approved by the Works Manager who.se decision simli be final and biudkg 
on Suppliers. 

Rejected Goods,— Eejeeted goods will be lying at tiie i 'mnpany’s Factory 
at Suppliers^ risk and should be removed by ilumi at fcficir own i‘os! imnieflki- 
idy on receipt of {wlvicc from the Company to tiiis idlVci. 11ic Company 
hlmll be entitled to rccoTcr from the Buppiiers the full ammint of Ibiiiway 
freight and other charges, if any, incurred in respect of rcjcchsl goods. 

Payment*— Payment will be made at the Company^ Head Olllce at 
Bombay, after Suppliers’ bills are received from Hork.s, duly fcrtitled. 
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2. Lette 0/di'r!ni> Goods. 

DSY FP.UI2 CASm 


‘jy. Commercial Road, 
Bombay. 

i4th February, 1?40 

rvfessrs. Gu.um Kuss^in & Co., 

Dr> Fruit IMcixhaiits, 

Peshawar. 


Dear Sirs, 

I shall be glad if you will ssud me by goods train, as 
early as possible, the foiiowing: 


2 

. Apricot'^ 

@Rs. 

oOj- 

per cw L 


Bl'iek Cun ants 

»*> 

mi- 

»» »» 

*1 

Filling 

•ti 



H .. 

Kabul 

9t 

3.j/- 

tt 11) 


Svreet Almonds 

JJ 

70/- 


* 

Raisins 


6.>/- 

7) )-» 


^Hsta<*hio S\iU 

•fi 

73/. 

>» 


I'he goods should bo of the best quality, as Aey are 
required for retail sale to upper middle class eu.stomers in 
this city. 

Please pack tlie goods as usual and collect the amount 
of the invoice by negotiating the E/R through the Central 
Bank of India, Ltd. 


Yours faithfully, 
Thomas Edward. 
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3. Order Form. 

Order No Date 


From 

The Popular Silk Storc.-J, 
Sheik Menion Street, 
Bombay, 


To 

Mcssj’i:!. Muiji Jetha & Co., 
Chandiii Cliowk, 
Delhi. 


Dear Sirs, 

Please supply as under, strictly in accordance with the 
particulars given, any deviation from which will be at 
your risk, unless authorized by us. The number of this 
order must be quoted on the Invoice and the goods des- 
patched by at the latest. 


ORDERS 


ai 


i. Postcard aekmnvkdguig receipt of Order, 

■w 


Telegram: Ramgopal. 


Telephone No. 23641. 


Ramchandra Gopal and Sons, 
Dealers in Woollen Goods, 
Dhanji Street, 

Bombay. 


7th April, 1942. 

Messrs. Smith & Co., ■ 

Bazaar Street, . ' 

Madras. 


, Dear Sirs, 

We thank you for your Order No of 1 . . .. 

for .... , which we received this morning. It is' 

having our ilnmediate attention and will, be executed 
within, the course of 

, Yours faithfully, ' ■ ' 

Ramchandra Gopal and Co. 
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5. Letter acknowledging an Order {Form) 

Jn any Coiiimunicalloia respectjng this order please qoote No 

Teleplione No. 25740 ^ g | Telcgxams ; “Elecirola” 

Tk New kdistrial & Elecirical Engineering Co. 

9, FORBES STREET, FORT, 

BOMBAY J9 . 


Dear Sirs, 

We acknowledge with thanks your esteemed order No, 

of the.„ which has been booked as per 

details given below. It will receive our best attention and you 
will be advised of the despatch of the goods in due course. 

We remain, 

Yours faithfully 9 


Time of delivery mmt be regarded as approeeimaie only^ 
mid whihi every effort will be made to avoid delay zm canmt accept 
liability for any direct or indirect loss arising from any delay 
which may occur. 

Terms and Conditions. 

Delivery : 

Payment : 

Insurance ; 


Ufscription of Goods 



p8.jEs, at, p«. Romayfki 
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Letter ordering Carpets, 

EASTEEN EXPOET COMPANY (BOMBAY), LIMITED 


60, Foebes Stseet, 
Foet, Bombay, 1. 

17th April, 1945. 


IvT. K. Varma, Esq., 

C/o The United Commercial Corporation, 
Bombay, 1. 


Dear Sir, 

With reference to my talk with you on the telephone I 
hereby place the following order for Mirzapur Carpets 
made out of hand-spun woollen yam to be delivered to us 
before -the middle of May, 1945. 


(luuniHif ; About 5Cil sq* yds. 


fihr. 

litmef 

Green 

Petunia, 

Etm 

Bhm 

Total pcs. 

4' X -y 

fl 

iin 

113 

T6 

38 

38 

m 

5' X ;*/ 

*20 

20 

14 

0 

7 

67 

fi' X :i 

IT 

IT 

11 

0 

0 

57 


Design mid Shmie: Only iioral designs aad corner sprays, in dark 

shadfH, 

* Frice per sq, ytb ¥, ih H* Bombay* 


We shall be obliged if you confirm this at your earliest 
convenience. 

Yours faithfully, 

For Eastern Export Co. (Bombay), Ltd. 

’ ^A. P. Gupta, 

’ ' ■ Managing Director. 
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7. Letter <tckiiotvIfdgi)i;i receipt of an Older. 

UNITED CG'MMEI.C7AL COEPOilATION 


LAKhIt.MI 

PiitiiozsiiAii Mkiita Umi). 
BojrnAV. 

IBih April, ISi'.'i. 

The Eastern Export Co. (Bombay), Ltd., 

60, Forbes Street, 

Bombay. 


Dear Sirs, 

Please accept our thanks lor your order of the I7th 
April for 561 sq. yds. of Mirzapur Woollen Carpets to b'.' 
delivered to you by the middle of May next. 

We have carefully noted your instructions regardin',* 
Designs, Colours, Shades, etc. 

We trust that our execution of this order wili be to 
your complete satisfaction. 


Yours faithfully, 
United Commercial Corporation, 
M. R. Varma. 
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S. Letter eicpreft-iiiia iiiahiUf!/ execute an Order. 

* THE WONDER SAW MILLS, LTD. 

22, SUNBERBAN BOAD, 
CALCCfTTA. 

13th January, 193o. 

Tlto Cobinopolitan Sports Club, 

Reclamation Ground, 

Bombay. 


Dear Sirs, 

Vvs blank you very much for your order of ti\e lOtli 
January for 100 “Wonder” folding chairs, to be delivered 
by lire 15th of March next. 

We greatly appreciate your interest in “Wonder” fur- 
nitiire and wi.sh we were in a position to fill your order. 

, A.S we have already in hand several large orders which 
will keep our machinery and workmen busy for several 
months to come, it will not be possible for us to carry qut 
your esteemed order even if you were good enough to 
cxlond the dale of delivery by several months. 

Wo are sorry for our inability to serve you, but are 
quite certain that you will understand that it is due to 
circumstances over which we have no control. 

Looking forward to the times when we shall be able 
to attend to your commands, 


We are, 

Yours faithfully, 

per pro. The Wonder Saw Mills, Ltd,, 
S. B. Bhargava, 
Manager. 
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9. Letter expressing inability to Execute an Order. 

SWARAJ CYCLE WORKS 


100^ HoRXBY liOAD, 

13 th November, 1944, 

Messrs. Jankidas & Co., 

Cycle Merchants, 

Gandhi Chowk, 

Delhi. 


Dear Sirs, 

With reference to your order of the 8th November 

mthf ^ to say that 

stated bv for Us to execute it within the time 

foctorv nT as, unfortunately, there is a strike i^ our 

and Jereforl wt- ° is already exhausted' 
pfesent execute your order for the 

unless ““ 

/• . S'Ou to the contrary, shall take tbA 

Ser rf t 

alter the factory ,haiids return to; work/ ' 

is S'® you will realiso 

IS beyond our power to prevent, ' ^ ic«xs>L, 


Yours faithfully, 
Swaraj Cycle Works,' 
P. L. Gupta, 
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10. Letter asking for extension of ime for deUvery. 

EUREKA LEATHER WORKS 


Dhaeavi, 

Bombay, 16 . 

14th November, 1944. 


The Excelsior Trading Co., 
, Hornby Road, 

Bombay. 


Dear Sirs, 

¥e are much obliged for your order of the 12th Nov- 
ember for leather suit cases, but regret to say that owing 
to the unusually large number of orders already on hand 
it will not be possible for us to supply you with the goods 
’’before the end of this month as you desire. However, as 
our workmen are busy day and night trying to cope vdth 
the orders, we are in a position to promise you delivery of 
the goods befoi’e the middle of next month. We hope this 
delay will not seriously inconvenience you. 

Yours faithfully, 

. M.B.Shaikh.>^ 
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hi'* 

i 1. L lio i (incelli ng an Oi'M . 

POPATLAL AND tOAIPAiNl' 


ICtii AujiiS , >A-'i 


The Cal.co and Jabilee Mills, 
AhmC'dabad. 


Dear Sirs, 

We hereby confirm our telegram oi today vvhicli sts ■'» 
lollows:— 

“Cancel Order 249— Letter ioiiows." 

Vv'e very much regret to have to cancel our order No, 
249 dated 17th hist, for 200 doz. “Jubilee" h.andkeichi'''ts. 
We have been compelled to do so because we find that our 
storekeeper overlooked a portion of our 'stock >n tlio «o- 
down. We shall, therefore, not requuo any morej. supplies 
for the present. 

We assure you, however, that we shall place wiih you 
a large order for handkerchiefs when our presenl sluck is 
sold out. 

We apologize for any inconvenience this may cause you. 

Yours faithfully, 
Popatlal & Co. 
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1 

li. Leiicr i»ih>iaiin;! the exvcuiityn of an Oder. 

NAEOTTAM BHMJl AND SONS 


10, JuAVERY Bazar, 
Bombay. 


5th March, 1942. 

Bhansilai Amirchand, Esq., 

Sholapur. 


Dear Sir, 

We thank you very much, for your order of the 2nd 
March for jewellery, and have great pleasure in saying 
that we have executed it this morning. 

The jewellery has been carefully packed and despatch- 
ed by parcel po.st, and insured for Rs. 25,000/- against loss 
'in transit, with the Jupiter General Insurance Co., Ltd., 
Bombay. We enclose invoice for the goods which amounts 

to Rs. 25,225 including postal and insurance charges. 

» ' ■ ■ 

We have, this day, draw a bill of exchange for 
Rs. 25,225/- payable thirty (30) days after sight, and trust 
that you will honour the same on presentation. 

We thank you once again for the order and hope that 
you, will continue to patronize us as before. 

Yours faithfully, 

■ Warotta'm Bhiraji and' Sons. 
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15. Bill of Exchange. 


Exchange for Rs. 25,225/- Bombay, oth March 1942 

Thirty days after sight pay self or order the sum of 
Rupees Twenty Five Thousand Two Hundred Twenty Five 
only for value received. 

To 

Bhansilal Amirchand, Esq., 

Sholapur. 

Narottam Bhimji & Sons. 


INVOICE 


Te]ei;rap]i : NB JEWEL, , * 

Telephone : 80403. JhAVERY BaKAR, 

Bombay, 5th March, 1942. 


BHANSILAL AMISCHAND, ESQ., 
SHOLAPUR 


Dr. to Narottam Bhimji and Sons, Jewellers. 




'Es.' , 


'F 

, ' ' Ils. 



1 dOK* 

Harrow diamond ' rings ■' 

' Es, '500 eaek / ,,, v , 

§,im 

' '0 

0 




4 dOK.. 

: shape 'diamond neeMaces at 
; Bs* #0 each , . . ■’ ■ 

l ' 9,200 

'' .0 

0 





'Faeking^ Postage,: and 'Insnranee,' 
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U. Letter iniim aiing despatch of goods nearest to those ordered, 
e 

KUMAS AND COMPANY 


22, Muui Jetha Maeket, 
Bombay. 

27th June, 1943. 

Messrs. Mahindrakar Bros., 

Station Road, 

Nasik. 


Dear Sirs, 

Please accept our thanks for your order dated 25th 
June for 25 pieces of light blue poplin of Aurora Mills. 

We regret to state, however, that our stock of Aurora 
poplin, is completely exhausted. We endeavoured to obtain 

it from other wholesalers here but without success, 

# 

As you seem to be in urgent need of the cloth, we have 
ventured to send you today a consignment of 25 pieces of 
light blue poplin of Arvind Mills, which is nearest to the 
quality you have ordered and is cheaper by Rs. 2/- per 
piece. ' . , ^ 

It is, of course, understood that in case you do not ap-v 
prove of the cloth we have sent, you can return it carriage \ 
forward to us, when we shall send you a credit note for 
the'amount ' ' ■ / ■ ' . ' ' ■ ■' v" ' 

, 'Yours faithfully,;';' 

;;';Kumr,,and^CoY 



CHAPTiR VIII 

THADE KEFEEEXCV3 P VD STATUS UVQL'IEIES 

CiPceral. — Gootb raay o' > i au* i hn t-asn i > uji tadu 
K they are oidered Cor Cu.- uninvos la lot t! ' 
seller to obtain imoimat on ie^udui' Pu d !'<> ijf tl. 
buj^ei; for if the price oi the f, 'ods *o he ilo" tau hod ho, 
alreadv been received, it is m ornate. >al 'A-iiat iun<( ut pts- 
son has paid it. When, howevoi Un seilci ha.', to supply 
the goods against the buyci's pionns(> to jiai lor Iheai , 
later, the tormer should lake care 1o a.seeita'ii ilte valup 
of that promise. 

Trade Kefereiices. — An order loi good', liom an un- 
known customer will usuallv contain trade lofeieuces 
i.e., the names of business men or firms to whom enquiries 
regarding his financial standing may be ■idd'’Ps.st'd. In 
such a case, the seller will not o\ecule the order until he 
has taken up the refeicncci and obtained fioni the referees 
satisfactory reports as to th'' standing of the euslomer. 

If, however, the order is vnaccompamed by any refer* 
enccs, the prospective buyer ts politely roquosted to fiu- 
nish them. The letter containing this request should make 
it clear that it is the custom of the firm ti? get such refer- 
ences from every new customer before goods are supplied 
to him on credit. Following up the references given by 
the customer and getting the necessary information about 
his standing from the referees must take .some time. In 
the case of an urgent order, therefore, the seller may send 
the customer a pro /oma invoice and request him to send 
a remittance of the amount of the invoice, and on receipt 
of that amount proceed to execute the order. 

Bank Eeference. — Instead of giving a trade refer- 
ence, the new customer mav g'vc a bank reference, i.e., the 
name of his banker, and ask the seller to direct his enquiry 
to him. As k banker lyill answer status enquiries proceed- 
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1 

ing only fiom another Danker, the firm making the enquiry 
must send a to its own bankers and ask them to obtain the 
required information from the banker whose reference the 
customer has given. 

FftFiov.-ing np Hetereiif es. — In a letter followung tin 
a reference, the enquire- mentions tho name of t!ie pev- 
<on about whom he seeks information, and gives brief de- 
tails of the transaction to be entered into. His enquiry is 
usually general as well as specific, i.e., he .seeks inform-i- 
tion regarding the general business reputation of ihe pros- 
, pective buyer, as well as about the exact amount and the 
precise time for which it would be safe to grant him credit. 
The enquirer also takes care to see that his letter is 
written in unambiguous language, for if it is obscure, he is 
not likely to got the particular informEtioii he desires. He 
generally concludes the letter by pointing out that wbat~ 
ever information is given to him by the referee will be 
greatly valued, that it will be treated as strictly private 
and £onfidential, and that be will be glad if the referee 
will make use of his services in similar circumstances. 

* 5. Precautions to he taken against possibility of 

Fraud. — When the names cf referees are given, the party 
receiving the order .should satisfy himself that the firms 
mentioned as "referees arc themselves reliable, and also 
that their opinion regarding the firm applying for credit 
is such as would justify the granting of credit. The reason 
for taking thi.s precaution is that there exist in many coun- 
tries long-firm swindlers who generally operate in groups. 
A member of the group places an order with a firm and 
gives the names of other members as referees. The others 
in the group act in a similar manner and take the precaution 
of placing their orders with different other firms. These 
dishonest persons also rent offices and appoint staff. By 
adopting this device they succeed in obtaining goods on 
credit, for the reports given in reply to enquiries addressed 
jo the* referees are always favourable. But' before the time 
for payment arrives, the swindlers have abajonded and 
neither the referees nor the firiii 'placing the carder can be 

t 
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traced. To protect himself from this form of fraud a wise 
business man uses several sources of information ,and 
checks them against once another before he decides to sup- 
ply goods on credit. 

Status Enquiry Agencies. — In many commercially ad- 
vanced countries, there exist organizations called Status 
Enquiry Agencies. These make it their business to collect 
information regarding the financial position of mercantile 
firms whose names they keep in a classified form in their 
books. For a fixed annual subscription or a fixed charge 
for each enquiry, information can be obtained from them 
as to the standing of the firm with whom the enquirer is 
opening a new business. One may wonder how such agen- 
cies are able to provide authentic information regarding 
the thousands of firms operating in a country. The diffi- 
culty, however, is got over by the appointment of agents 
all over the country and by giving each agent a territory 
small enough to be dealt with efi&ciently. In India there 
is a deplorable absence of such Status Enquiry Agencies. 

Chambers of Commerce. — ^It is also possible t6 ob- 
tain information regarding the solvency and standing of • 
traders from Chambers of Commerce and Trade Associa- 
tions, and a trader should supplement his enquiries, when- 
ever possible, by reference to these bodies. , • 

Eights and Responsibilities of Referees.— IVaders are 
entitled by law to give freely to one another inforrna- 
tion regarding the financial standing of persons asking for 
credit. If, iii reply to enquiries, they give their honest 
opinion, even though it may be unfavourable, the; party in 
q|uestion cannot sue them for having injured Ms reputation. 
CM the other han37'if a referee gives a favotirablq qpinioh 
that is false with a view to misleading a trader into grant- 
ing credit to a ctistotner, and the trader suffers loss through 
the insplvency of the customer, he may sue the referee for 
misrepresentation, provided he can prove that the referee 
knew that it %s risky tp give credit, to the customer. No 
trader is, however, entitled to say that tlie person about* 
whom an enquiry is made is unwwthy qf cfedi^unle® 
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has real grounds for believing it to be true, and unless, 
even then, he makes the statement without any feeling of 
ill-will or malice against the person concerned. 

KepEes to Status Enquiries. — The referee should exer- 
cise the greatest care in drafting replies to status en- 
quiries, bearing in mind the responsibility he owes to the 
firm making the enquiry and to the firm about which the 
enquiry is made. We give below a few hints on drafting 
such letters: 

(a) The replies to such enquiries should be as brief 
as may be consistent with answei'ing the query made. They 

► should not, however, be so sketchy as to be misleading. 

(b) The information given by the referee should be 
based on his personal knowledge and experience and not 
on hearsay. He may, of course, refer to the general busi- 
ness reputation of the firm about whom the enquiry is 
made. 

(c) Unless the enquirer wants to' know the amount 
up to which it would be safe to extend credit to the firm 
that has asked for it, the referee should avoid mentioning 
it specifically. 

(d) If the referee’s opinion is unfavourable, he should 
express it with tact and caution. One O'f the ways in which 
he may dp this.'Ta'By’ statmg that he is unable to ex|)ress 
any opinion abotit the firm in question. The enquirer will 
interpret such a reply as unfavourable. 

referee should avoid men- 
tioning in Ms letter the name of the firm about whom he 
gives an adverse opinion. He may refer to the firm as 
‘the firm you mentionV ‘the firm about which you. enquire’, 
etc. '■ 

(f) The referee should make it clear that he accepts 
no responsibility tor the opinion he has given and that it 
should be treated as private and confidential 
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1. Letter onlenng goods for the first thm— lltferences not given. 
OWEN AND COMPANY 

Livery Street, 
Allahabad. 

23rd January, 1942. 

Messrs. Allahdin Munjee & Co., 

Lohar Chawl, 

Bombay. 


Dear Sirs, 

We shall be obliged if you will supply us R. C. Brand 
Crockery detailed as under: — 

20 doz. Tea Cups and Saucers, 

20 doz. Coffee Cups and Saucers, 

15 doz. Dinner Plates, 

15 doz. Soup Plates, 

The goods should be packed as usual, insured, and 
despatched by passenger , train so as to rea<ih us in the first 
week of March. 

You may draw on us, for the amount of the invoice, a 
Dill payable thirty days after date, and we shall meet the, 
same on maturity. " ' ' ' ■ ' : y 

Thanking you in anticipationy' ■ ' ' 

. : . ' J ^ , ;,.7y'''j'.,Yburs faitlrfp^ 

\ ';Owen and: GompWy.J;'"^'" 
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I'. Leilet' asking foi' Itsfcremxv. 


ALLAIiMK MUMiEE & CO. 


Lohae, Chawl, 
Bombay. 

26tli January, 1&42. 

Messrs. Owen. & Co., 

Livery Street, 

Allahabad. 


Deal’ Sirs, 

We are much obliged to you for your order of the 
23rd Januai'y, but are sorry to find that you do not give 
the necessary references which as a matter of routine we 
always require when opening new accounts. We shall, 
therefore, greatly appreciate your sending us the desired 
.information. 

While this routine matter is being settled we shall be 
preparing your order so that it may be executed by the 
time merftioned! in your order. 

yU , , Yours faithfully, 

■ , Allahdin Munjee &: Co. 
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3. Lt tkr xmih pro forma Invoice. 


ALLAHDIN MUNJEE & CO. 


Messrs. Owen & Co., 
Livery Street, 
Allahabad. 


LOiiAR ClIAWU 
BoilB-W. 

26th January, 1942. 


Dear Sirs, 

We are obliged for your order of the 23rd instant for 
ri. C. Brand Crockery received today. 

As this is the first order we have had from you, and 
as you do not furnish the usual trade references, we have 
to inform you that it is a convention of our business on 
receiving a first order, to ask for the names of referi or 

Trf enclose a 

We assure you that our best attention will be given to 
your order. ® ™ 


We are, 

Yours faithfully, 
Allahdin Munjee and Co. 


End.: Pro forrm invoice. 
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4. Letter asking for Credit and giving References. 

OWEN AND COMPANY 


Messrs. Allahdin Munjee & Co., 
Lohar Chawl, 

Bombay. 

Dear Sirs, 


IjIvery Street, 
Aliahajbao, 

23rd. January, 1942 


We thank you for your quotation No. 1032, dated the 
4th January, and shall be glad if you will send us the goods 
mentioned in the enclosed order against our acceptance of 
60 d/s bill for the amount of the invoice. 

* We give the names of the following firms as references 
to enable you to enquire into our financial standing: — 

1. « Messrs. Sharma Trading Co., 

Princess Street, 

Bombay. 

2. Messrs. Moosa & Co., 

Carnac Road, 

Bombay. 

We shall appreciate an early intimation of your inten- 
tion concerning this order. 


Yours faithfully, 
Owen and Company. 




Enel; Order No. C141. 
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J, Leitcc to a Referee. 

ALLAHDIN MUNJEE & CO. 


Private and Coniidenliai. 


LOHAJa I’liAWL, 

Bombay. 

26th January, 1942. 

Messrs. Moosa & Co., 

Carnac Road, 

Bombay. 


Dear Sirs, 


Messrs. Owen & Co., of Allahabad, have placed an 
order with us for Crockery worth Rs. 500/- and have 
named your firm as a referee. We shall be glad if you will 
kmdiy inform us at your earliest convenience whether you 
have known this firm for long, whether you have fouijd 
them to be regular and prompt in payment, and whether 
you consider them worthy of credit to the extent required 
by them. We need hardly add that any infoianation you 
may supply us will be treated as strictly confidential. 

Thanking you in anticipation of an early reply, 

We are, 

Yours faithfully, 

For Allahdin Munjee & Co., 
N. J, Zaveri 
Manager. 



trade EERSRENCES and stairs enquiries 101 

S. Favouraole Replij. 

& 

MOOSA AiND COMPANY 

Private and Confidential. 


C.1R.NVC ROlO, 

Bojibay. 

27th January, i9-'2. 

Slessrs. Allahdin Munjee & Co., 

Lohar Chawi, 

Bombay. 


Dear Sirs, 

We are glad to be of service to you in respect of your 
enquiry’about the standing of Messrs. Owen & Co., Livery 
Street, Allahabad. 

So far as we know theirs is a small business and their 
monthly purchases from us have not been large. The firm 
appear, however^ to be progressive and their business 
seems to be thriving. During the course of our business 
dealings with them tor the last five years we have always 
found them prompt in meeting their obligations. In our 
opinion, therefore, you may safely allow them the credit 
asked for by them. 

This information is, however, supplied in confidence 
and without any responsibility on our part. 


Yours truly, 
Moosa and Company. 
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7. Unfavourable Reply. 

MOOSA AND COxMPANY 


Private and Confidential. 


CarnjVC Road, 
Bombay. 

27th January, 1942. 

Messrs. Allalidin Munjee & Co., 

Lohar Chawl, 

Bombay. 


Dear Sirs, 

In reply to your enquiry of the 26th January, we 
regret to state that we are not in a position to expfiress an 
opinion on the financial status of the firm in question. , 

Yotirs faithfully, 

Moosa a»d Coihpany. 
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8. VrtfavouraMe Reply from Hie referee. 

MOOSA AND COMPANY 


Private and Confidential 


’’Messrs. Allalidin Munjee & Co., 
Lohar Chawl, 

Bombay. 


Caenac Road, 
Bombay. 

27th January, 1942. 


Dear Sirs, 

In reply to your letter of yesterday, we have to inform 
you thdt the firm about which you enquire have been hav- 
ing a bad time lately, and more than once we have had to 
press them for payment of our bills. We should ourselves 
hesitate to extend them credit to the extent you mention. ■ 

Piease'’note that this information is given in strict con- 
fidence and without prejudice. 


Yours faithfully, 
Moosa and Company. 
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9 Letter Hejmng Credit. 


ALLAHDIN MUNJEE & CO. 
Private and Confidential 


Lohab CiiAvri,. 
Bombay. 

28th January, 1942. 

Messrs. Gwen & Co., 

Livery Street, 

Allahabad. 


Dear Sirs, 

With reference to your letter dated the 23rd January, 
we jegret to state that the advices received by us are not 
sufficientiy clear to permit us to meet with your wishes 
in the matter of credit. We trust that this position will be^ 
changed with time and that you will permit us, at present 
to forward with the goods the Railway Receipt through 
our bankers, to be delivered on payment of rar sight draft. 

We await your instructions in the matter. 

Yours faithfully, 

Allahdin Munjee & Co. 
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10. Emmru Ihouih nSanhi. 

’ BMULABHAl PATEL k CO. 


15, IIoKKBY Road, 
Bombay. 

23rd March, 1942. 


The Manager, 

The Central Bank of India, Ltd., 
” Bombay. 


Dear Sir, 

Messrs. B. Shah & Co., oi 27, Kalbadevi Road, Bombay, 
intend to open an account with us and have referred us to 
their bankers, The Bank of India, Ltd., Bombay. We shall 
thank, you if you will kindly enquire into the financial 
^standing and general reputation of the firm, and ascertain 
whether it would be safe on our part to grant them credit 
to the extent of Rs. 2,000/-. 

Yours faithfully, 
Bhulabhai Patel & Co. 
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11, Reply from Bank. 

TEE CENTRAL BANK OF INDIA, LTD. ^ 


Private and Confidential. 


Bombay. 

25tli March, 1942. 

Messrs. Bhulabhai Patel 8z Co.. 

15, Hornby Road, 

Bombay. 


Dear Sirs, 

J“tha7f™ ™ have to 

legal aea as men of means. 

This inloimation is given in confidence and withon* 
iny responsibility on the part of this Bank. ™‘hou. 

Yours faithfully,, 

per pro. The Central Bank of India, Ltd., 

■ ■ A. B. Vasi,,' 

Chief Accountant, 



CHAPTER IX 


COMPLAINTS AND THEIR ADJUSTMENT 

General. — After the goods ordered have been deli- 
vered to the buyer he examines them to find out whether 
they correspond in every detail to the order given. He 
also checks up the invoice with the order. If everything 
is in order he may not consider it necessary to acknowledge 
receipt of the goods. If, however, any discrepancy is dis- 
covered, the buyer is justified in bringing it to the notice 
of the supplier of the goods by writing a letter of 
complaint. 

Occasions for Complaints. — It is difficult to enumerate 
fully the occasions that give rise to letters of complaint, 
but the following are the chief among them: 

(a) Delay in the execution of the order. 

Difference in the quality of the goods supplied 
from those ordered. 

(c) Wrong goods supplied. 

(d) Shortage in goods. 

(e) pefective packing resulting in damage to the 
goods'sent, etc. 

Letters of Complaint— It is not easy, as some people 
think, to write satisfactory letters of complaint. This is 
so because the person complaining is often in an angry 
mood, which being reflected in his letter makes it rude and 
discourteous. Such a letter is likely to defeat the purpose 
for which it is written, which is to have his gtievance 
redressed. Drafting of successful letters of complaint, 
therefore, requires much care and skill. We give below a 
few' hints on writing them;:. At'.,/',, 

(1) IChe matter about which a complaint is made 
should be set down in a clear-cut language, as vague griey- 
,ances beii|der redress difificult.'. 
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(2) The com^jlainant shouM remember that a friendly , 
persuasive, and courteous letter that assumes the ol^er 
party to be honest will get adjustment more prompt K and 
pleasantlj'’ than a querulous. I'ault-finding letter There is 
always the possibility that the complainant himself or h s 
employee is realty to blame. The discovery of tliis fact 
later would make the situation awkward if strong language 
were used in the letter of complaint. 

(3) Writing letters of complaint is an unpleasant 
business; therefore, if the pill can be sugar-coated, the 
opportunity should not be missed. 

(4) There are occasions, however, when, the use of 
language that does not mince matters is Justifiable. In 
letters to those, for example, who have continually given 
grounds for complaint, redress should be sought firmly, 
especially after milder methods have failed. But even in 
•ihese letters, discourteous or abusive language, unjust 
remarks and exaggerated statements are uncalled for. 

(5) A letter written when its author is very indignant 
should not be posted until he has slept off his anger. He is 
likely to view the matter differently the next morning and 
to heave a sigh of relief as he reads the letter he did not 
despatch. 

Eeplies to Letters of Complaint, — ^In modem Jpusiness 
the old view that complaints are a nuisance stands discre- 
dited. The enlightened business man of today regards the 
customer who complains as a friend and benefactor; for 
he knows that the complaint gives him an opportunity to 
set right any defects in the organization of his business or 
his service, and also to pro%’'e by action his desire to serve 
the customer about which he has so often talked and 
written. He also realizes that all silent customers are not 
necessarily satisfied customers, and that some of them do 
not complain but Just stop buying goods from him, and 
perhaps start talking about their grievances to otters and: 
thus injure his reputation. He, therefore, encourages 
reasonable expression of ^dissatisfaction tis gpod§. 

Replies to complaints,* or “Adjustment Betters” as ttey * 
are called, require most delicate and fkilful^ haiidling- 
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because they ha\'e to achieve the double object of satisfy- 
i-ig the customer and of safeguarding toa interest a.ia 
reputation of the writer. We give below a few hints on 
the writing cJ' such letter s: 

(1) Answer the complaint promptly. Delay in doing 
so is likely to increase the customer's annoyance. If it 
cannot be decided immediately whether an adjustment 
should be made or not, write a letter of acknowledgement, 
expressing regret for the cause oi the complaini, and 
assuring the customer that his complaint is being investi- 
gated and that due action will be taken without delay. An 
effective way of dealing with serious complaints some- 
times is to send the customer a telegram stating what is 
being done in the matter. 

(2) If on enquiry it is found that the complaint is 
well founded, commence your reply to the complaint by 
thanking him for his letter and apologizing for the trouble 
caused to him. Explain briefly how the mistake was com- 
mitted and assure the customer that you have taken steps 
to avoid the recurrence of similar mistakes in future. 
Above all, proceed to give the complainant immediate 
satisfaction. 

(3) If the complaint is due to some misunderstand- 
ing on ttie part of the customer, do not, in your reply to 
him, suggest that he was careless, or ignorant or hasty in 
his judgment. State the facts he overlooked with the utmost 
courtesy, friendliness and good nature. Make him feel 
your reasonableness as well as your anxiety to serve him, 

(4) If the complaint or claim is unjust or unreason- 
able, your letter refusing adjustment should contain a 
clear and frank statement of facts which will convince the 
reader of the justness of your decision. Although in such 
a letter you have to absolve yourself of all undeserved 
blame or responsibility, avoid using words or expressions 
that seem to charge the customer with dishonest or un- 
worthy motives. 

’ (5) If the customer’s letter is sarcastic or abusive, do 

not pay him bac|: in the same coin. 
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I A badlif Korded Letter of Complaint 

KASHINATH & SONS 


Telaphwie: 2jlO;5. 
'i’efegraias : “XATHA”. 


■The Upper India Trading Co., 
Lohar Chawl, 

Bombay. 


Chandni Chowk, 
Delhi. 

21st March, 1941. 


Dear Sirs, 

rntfr^ congratulate you on your delay in the exe 
cutioiv of our order for electrical goods. You^prom’sed t 
send the goods at once but have lot kept li woM 

Inrit Tel '^0“ ™e Tde 

Tir f ® received the goode nor any eTt 

nation from you. We have nn ^ 

hasten to offer an anoLv h.ThT J™ 
onndfl m hut that IS no substitute for th« 

S do not sJ th 

jjOOuS St 'OnC^j VOU IT13V /%<«.% J ^ ^ ' 

oor patronage lost by yonXr elT. -d 


.Yours, faithfully' 
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2. The same Letter drafted in a Courteous Tone. 

KASHINATH & SONS. 


Telephone : 25103. 
Telegrams : “NATH.A.”. 


Chandni Chowk, 
21st March, 1941. 


The Upper India Trading Co., 
Lohar Chawl, 

Bombay. 


Dear Sirs, 

We sent you an urgent order for electrical goods on 
the 26th February. You acknowledged it on the 1st March, 
informing us that the goods would be assembled at once, 
and despatched by the first available passenger train. So 
^far, the goods have not reached us, and this delay has 
resulted in considerable, loss of business to us. If the goods 
are not already in transit, please hasten their despatch 
and let us know when we may expect to get them. 

Yours faithfully, 
Kashinath & Sons. 
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*1 HepUj t<, Letter cmplaining of iJelaii h> Deliver!/ »f (hod- 


UPPEK INDIA TKADING CO. 


Messrs. Kashuiath & Sons, 
Chandni Chowk, 

Delhi. 


Lohu{ Cuwm,, 
Bomd vv'. 

23rd Marcii. 1942. 


Dears Sirs, 


Re; Order for E lectrical Goods. 

“GOODS DESPATCHED LETTER FOLLOWS.’’ 
heavy UrofTdtfr‘ *“ 

not 7 ! upcountry customers we could 

not take up our order for execuUon earlier than toZ 

eoLTll "T caused you a 

fo the^hP but we submit that it was due 

to the heavy rush of orders r,r.+ +... ® 

our part. We hope you will Ucuse us for^the 

caused ®^cuse us for the inconvenience 


Yours faithfully, 
Upper India Trading Go. 
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i. J haiUy th'-ified "Adjiishncn! Letter”. 

. BUXTON ENGINEEEING COMPANY 


Telegrams: “BUXTON”. IG, A?oL,n Stke>.'1, 

Teleplioae : 2u(»0J. Bombay, 

2-Jth March, 1941. 

A. D. Mehta, Esq,, 

Main Street, 

Navsari. 


Dear Sir, 

We are greatly surprised to receive your letter of com- 
plaint dated the 4th inst. in which you maintain that the 
Buxton Water Pump recently installed in your garden 
well is very different in performance from what we 
advertised it to be. 

If the trouble of which you complain was the result 
of any defect in the manufacture of the Pump we should 
have received complaints also from other people who use 
this Pump. But yours is the only complaint we have 
received, although during the past three months we have 
sold through our Surat Agents more than 30 Pumps. 

It appears from what you write about the performance 
of our “Buxton” that it is not the Pump but perhaps its 
installation that is at fault. We advise you to ask who- 
ever installed the Pump for you to check and set right the 
installation. We are confident that our advertisements 
regarding Buxton Pumps say nothing that is not true. 

Yours faithfully, 
Buxton Engineering Co. 
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-5. Tin tame Letlei- (Irafiid ia Courteous and Per.masive Lan<uaf<(. 

BUXTON ENGINEEEING COMPANY 


Tekpiion^-* . ‘i6004. 


16, Ai'CLLO STiiKjVl. 

JjOJlUAA'. 

24th March, 1941. 


A. D Mehta, Esq., 
Main Street. 
Navsari. 


Dear Sii, 

We thank you for your letter of the 4th March and 
are sorry to hear of the trouble you are having with the 
Buxton Water Pump you recently bought from our Surat 
Agents. The performance of every Buxton is guaranteed 
by us and we want you to feel that we always stand behind 
that guarantee. 

We have instructed our Surat Agents, Messrs. Gandh* 
& Co., to send their engineer to inspect your Pump, espe- 
cially to check its installation in every detail. As our 
Pumps are well tested before they leave 'the factory, we 
believe that the trouble you experience may be due to 
some fault in the installation of the Pump. The engineer, 
however, will trace the cause of trouble and give you the 
necessary advice. If he finds that any parts of the Pump 
are defective, we shall replace them at our cost. 

As we are keen on counting you among the many 
enthusiastic users of “Buxton” we shall deem it a favour 
if, after the engineer has solved your difficulty, you kindly 
drop us a letter telling us that our “Buxton” is working to 
your entire satisfaction. 


Yours faithfully, 
Buxton Epgineering 
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' , I.L'tfei' i'omphii»ni4 of Bcki!/ in the Delivery of Gooth. 
" THE NATIONAL PROVISION STORES 


Telephone; 2U,"i9. 


VEESorA Road, 
Andueri. 

10th Maich, 19i2. 


The Nectar Canning Works. 
Wallace Street, 

'‘Bombay 1. 


Dear Sirs, 

We are very much disappointed at the delay in the 
delivery of 2 gross jars of Jam ordered from you through 
your representative on Monday last. He promised 1o 
deliver' the goods on Wednesday at the latest, and it is now 
Monday again and we have no trace of the goods. This 
inordinate delay is causing us considerable loss of business. 

As this is not the first time we have had to complain of 
delay in tlae ejfecution of our orders, we must state that 
we can only continue to place orders with you on condi- 
tion that they will be promptly attended to. 

We shall be pleased to receive the goods at once and 
also to have your assurance that such a delay will not be 
repeated. 


Yours faithfully, 

The National Provision Stores, 
M. A. Ray, 
Manager. 
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/. Reply to a Letter coiuplaining of Delay in ike Dcllrenj oj itoode 


NATIONAL CYCLE MANLFACTUFANG CO.^P/lNY 


G\xdiii U.'./ar, 

C-iLClTj A. 

28th xlpril, 

The City Cycle Co., 

Gulab Ganj, 

Cavtmpore. 


Dear Sirs, 

We are in receipt of your letter of the 25th inst. inti- 
mating to us that the goods ordered by you on the 15th 
March have not yet reached you. 

We have looked into the matter and find that imme- 
diately on receipt of your order on the 17th March, the 
goods were assembled, carefully packed, and, according to 
our records, despatched the same day. The relevant in- 
voice and the R/R were negotiated through the Central 
Bank of India, Ltd. 

n 

We have made enquiries at the E. I. R. Co.’s Goods 
Office and learn that the packages left Calcutta on the day 
they were booked. Evidently the packages have been 
unloaded by mistake at some intermediate station. 

We are very sorry that this delay should have occurred 
and caused you inconvenience and anxiety. If the goods 
have, however, not reached you when this letter arrives, 
please telegraph to us at our expense and we shall at once 
duplicate the order. 

We await your reply and assure you that we will 
always look after your interests. 

Yours faithfully, 

National Cycle Manufacttaing Co. 
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S, Ri-phj to a Letter mnphifiiiig of Delay in Delivery of Goods. 
B. DAS AND COMPANY 
Specialists in Packing Cases and Tea Chests 


C, Green Street, 
Shillong. 

17th December, 1942. 

« 

Messrs. J. Brown & Jones, Ltd., 

Harrison Road, 

Calcutta. 


Dear Sirs, 

We are in receipt of your letter of the 15th December, 
regardfng delay in the delivery of the packing cases order- 
ed by you on the 1st December, 1942. 

We are sorry to state that a fire broke out in our 
workshop on the 13th inst. and destroyed the packing cases 
prepared *£or ycu along with some other goods. This 
naturally dislocated our business and prevented us from 
meeting our obligations. But, we are glad to say that we 
have resumed our normal business, and have already pre- 
pared a fresh supply of packing cases for you, which we 
shall despatch shortly. 

We very much regret the delay which must have 
caused you great inconvenience, but we trust you realize 
our helplessness in the matter. 


Yours faithfully, 
B. Das & Co. 
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9. Rcplji it) a Letter complaining of Dcspakh if Wrong Goul-'. 

#1 

CITY MOTOE STORE 


West Stree'j'. 
Calcutta. 

17th April, 1945. 

The Lucknow Motor Works, 

Lucknow. 


Dear Sirs, 

We greatly regret the mistake made in the execution 
of your order of the 6th April for 20 “Dunlop’’ Tyres. 

We had to make several changes recently in the siaii 
of our packing department and some of the new employees 
do not seem to have yet become accustomed to their duties. 
The packer who was assigned the despatch of your order 
was engaged only a few days ago and he committed an, 
error in checking your order. 

We have forwarded you this day the Dunlop Tyres 
you ordered and request you to return c^’riage forward, 
at your convenience, the “Palmer” Tyres sent to you by 
mistake. 

We have now taken steps to secure more effective 
supervision of the work of our new hands as we are very 
anxious to see that our customers are not put to any incon- 
venience through the inexperience of our staff. 

Apologizing for the inconvenience you have suffered 
in this instance, 


We are, 

Yours faithfully, 
City Motor, Store. 
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PL Leitef eamplalaiiig of Defect in Go(yh Siui, 

THE CRESCENT FOOD STORES 


SiTAKAjr 

t'KA'WFORD iJlAHKEr. 

Bohbav. 

Srd July, 1942. 


The Hindustan Biscuit Co., 

'Poona, 1. 

Gentlemen, 

We have received a number of complaints from our 
customers to the effect that on opening tins of your “Ajax” 
Cream Crackers they found the contents in a badly broken 
condition. 

Your consignment of “Ajax” biscuits was delivered to 
us on 4he 28th June. The boxes containing the tins were 
.opened by our men in our own presence and they did not 
show any signs of damage. We can, therefore, assume 
that when the goods left you they were already in a 
damaged gtate. 

We have already sale for these biscuits when they are 
u^ to the standard, but you will agree that their appear- 
ance and condition are no less important than their taste. 
We are, therefore, frankly worried about the grievance of 
our customers. 

Our usual practice is to exchange sound goods for the 
defective ones returned to us, but in this case we are at 
a loss to decide whether to offer another package in ex- 
change, when the chances seem to be that the substitute 
will be in no better condition. 

We shall be pleased if you let us know what you pro- 
pose to do in the matter. 

Yours truly, 

B. K. Dastoor, 
Manager. 
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71. Eeply fo LcUer yo. 10. 

HINDUSTAN BISCUIT COMPANY 


The Crescent Food Stores, 
Sitaram Building, 
Crawford Market, 

Bombay. 


Main Steekt, 
Pooka, 1 . 

7th July, 1941. 


Dear Sirs, 

Referring to your letter of the 3rd July, we request 
you to return to us at our expense all the tins of “Ajax” 
Cream Crackers you have in stock. 

Meanwhile, we are rushing a fresh consignment to 
you which will reach you about the time you should" 
receive this letter. We assure you that the new lot will 
be in first class condition. 

With regard to the unsatisfactory condition of the bis- 
cuits we supplied you last week, we have, on inquiry, dfe- 
covered the cause, which lay in the careless handling of 
the tins in our packing department. 

We are grateful to you for calling our attention to this 
unfortunate occurrence, and are glad to inform you that 
we have taken the necessary steps to see that it will not 
be repeated. 

Yours faithfully, 
Hindustan Biscuit Company, 
K. L. Engineer, 

, Manager. 
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12, Bepjy to a Letter complaini.ig of InekUiiy of an Employee. 
HINDUSTAN GENERAL STOEES 


Bombay, l. 

1st July, 1943. 


A. B. Antia, Esq., 
Gowalia Tank. 
Bombay. 


Dear Sir, 

We cannot too strongly express our regret that you 
should have had cause to complain of the incivility of one 
of our assistants, and we thank you very much for taking 
the trouble to bring the incident to our notice. 

We’ have investigated the matter and have found on 
fee testimony of other assistants that the man concerned 
had acted, while serving you, in a rude and off-hand man- 
ner. We have severely reprimanded him and warned him 
that if he should do anything in future which might injure 
th|^ reputation of this house for unfailing courtesy and 
civility, his services would immediately be dispensed with. 

Please accept our deepest apologies for the occurrence. 

Yours faithfully, 

A. K. Kapuria, 
General Manager. 
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13. Ldtef oino^'^iiina of Shortage in Goo'h and sn'hu'iUnii a 

VhWn. 

BEGRAJ RABiPAESAD 

Rl'V, vEX, 

The Chief Tiaffic Manager, ITiIi July, 1042. 

B. B. & C. 1. Railway, 

Bombay. 

Dear Sir, 

Re P. W. Bui No 54364 ol 2-7-42 
from Bombay Central to Rewari. 

I regret to inform you that a consignment of 1Q00» 
phials of Cerelex Compound (Upjohn) booked to me by 
Messrs. Gupta & Co., of Bombay, under P. W. Bill 
No. 54364 dated 2nd July, 1942, at Railway Risk, arrived 
here in a most unsatisfactory condition. The iron hooks 
of the case were removed and some of the planks were 
broken. My agent who went to take delivery brought 
these facts to the notice of the Station Master and request- 
ed him to give Open Delivery of the consignment. This 
was given on the 15th July by your Railway’s Claims 
Inspector when it was found that the case contained 900 
instead of 1000 phials despatched. The necessary remarks 
'as to the condition of the case and shortage of goods were 
entered by my agent in the Railway’s Delivery Book, 

As the good were sent at Railway’s risk I hold you 
responsible for the loss, which I assess as follows: 

Value of 100 missing phials Rs. a. p.- 
at Rs. 3/- each . . . . 300-0-0 

Loss of profit at 25% of the value 

of goods 75-0-0 

Proportionate freight .. 1-4-0 

Total ..”Rir^6A^' 

I send herewith the consignor’s Invoice to show tB'at 
my assessment of the loss is correct. < ’ 

I trust you will admit this claim and pay it as kotkl' 
possible. ' I 

Yours faithfully, 
Begraj -Ramparsad. 



CHAPTER X 


COLLECTION LETTERS 

Inlroduction. — Credit is an important feature ci bcih 
retail and wholesale trade. In order that it may play its 
proper part in business, it is necessary to convex t ii into 
hard cash, in due course, so that the trader may have at 
his disposal an adequate amount of working capital. In 
%pite of the many precautions which traders take while 
choosing parties to whom they might extend credit, cir- 
cumstances do arise when some accounts fall into arrears. 
Almost every business man or firm is, thus, at one time or 
other, faced with Ihe problem of collecting o\e:'due 
accounts. 

Collection methods. — The various methods of collect- 
ing overdue accounts are considered below: 

(1)* By telephone calls. — This method has only a 
limited application, for the simple reason that all the 
debtors are not on the telephone. It is also unwise to 
adopt it in the case of small amounts, for many customer's^ 
take offence at, being pressed for payment of small ac- 
counts, by telephone calls. 

(2() By personal calls. — This method is quite popular 
with wholesale houses, as the number of their customers 
is limited, and the amounts to be collected are large. It is 
not very poptilar with retailers whose clientele runs into 
a large number. 

(3) By correspondence.— This is by far the com- 
monest collection method for the following reasons: 

(a) It is economical— This method fs less expensive 
than that of personal calls, particularly because a 
single personal call does hot ordinarily result in 
the recovery of a debt As a rule several such 
calls have to be made before the debt is collected. 
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The cost of these might prove prohibitive, espe- 
cially if the debtors live in a far-flung area. « 

(b) It is conMendaL— -This is more confldential than 
other methods, because only the writer and the 
recipient of the letter know its contents. 

(c) It is a clear, permanent, and authentic record.— 
A firm’s representative entrusted with the work 
of collecting its debts by personal calls, in spite of 
being well-informed, may express opinions of 
which the firm may not approve, or which may 
be misinterpreted by the debtor. A letter is a* 
written record in the hands of both the firm and its 
debtor. It can neither be denied by the firm nor 
interpreted in an unauthorized manner by the 
debtor. 

(4) By telegram. — Some American firms have lately 
tried collecting their accounts by means of telegrams. 
Reports from that country show that, in some cases, re- 
mittances were received by the use of this method* when 
ail other methods had failed. The reasons advanced ta 
■prove the superiority of the new method are that the tele- 
gram commands priority of attention, that its urgency 
secures immediate action, and that it has a ‘pu«ch’ which 
is wanting in a letter. 

(5) By drafts. — Many firms print a notice on their 
statements of accounts to the effect that if the accounts 
are not paid within a certain period, the creditor will draw 
a bill of exchange payable at sight, for the amount owed 
by the debtor. If, under this arrangement, an account is 
not paid within the stipulated period, the creditor draws 
on the debtor a bill of exchange, and sends it for collection 
through the Bank. The debtor, in such a ease, is left Mth 
no alternative but either to pay the amount or* to give 
reasons for non-payment. If the bill is refused payment 
without a valid cause, the debtor’s bredit with the bank is 
lowered. No business man would alloW this to happen. If 
he could prevent it. This method is often adapted by the 
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creditor wdien lie receives no reply to his vex ions rejpiiiders 
to the debtor for payment of Ills account. 

■^ 6 ) By oiitslie Pressure: Trade Protection Socie- 
ties.— There is little doubt that lew business man oi ex- 
perience will resort ligM“-lieartedi3r to a court of iaw^ to 
recover their debts, as litigation is not only lengtiiy, 
costly, and tedious, but often produces very unsaiisfuctory 
results. 0x1 the other hand, a creditor cannot afford to 
treat those debts which ordinary routine methods have 
failed to recover as 'bad debts’. Therefore, business men 
in certain advanced countries like U.K., & IJ.S.A. seek 

^the help of organizations known as 'Trade Protection 
Societies’. The services of such Societies are available to 
their members on payment of an annual subscription. 

A Trade Protection Society begins by wriling a polite 
letter on behalf of its member, requesting the debtor to 
pay the debt within a specified time. Should the first 
application fail, sharper demands follow, and if even these 
produce no result, and if circumstances justify the course, 
personal calls are made. If a debtor refuses to clear his 
debt when approached by a Trade Protection Society, he 
Tuns the risk of being classed as a bad payer in the reports 
issued by the society. A well-known example of this type 
of society in England is the London Association for the 
Protectioif of Tirade. 

Credit Manager. — In small businesses, the work of 
collecting overdue accounts is clone either by the proprie- 
tor himself, or by the manager, if there be any. In large 
business houses, especially manufacturing companies or large 
factories, this work is often entrusted to an experienced 
Credit Manager, who is in charge of a separate department 
called the Credit and Collection of Accounts Department. 
It may be pointed out that every efficient factory or works 
is composed of three departments, the Manufacturing, the 
Selling and the Collecting departments. None of these 
should be subordinated to the other in the matter of staff 
or equipment. Just tho Manufacturing Department is 
iield responsible for the quality fcd the quantity of the 
material thmed out, * and the Selling Department for dis- 
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posing of it at a profit, the Collecting Department is held 
lespnnsible for the collection of accounts, without which 
there can be no profit. The work of the Ciedit Mahager 
is. therefore, not inferior to that of any other departmental 
head. 

Collection Itontiiie — The general routine of collection 
of accounts may be described as follows: 

(1) At first the debtor is sent a copy of the siatemeni 
of account, with a remark below the statement that the 
account has fallen due on such and such date. 

(2) If this brings forth no reply from the customer, 
a second statement of account is sent, with a brief letter, 
suggesting that perhaps the account has been overlooked, 
or that it has not reached the customer, and requesting 
him to pay the amount. At this stage, it is unwise to use 
strong language. The debtor’s failure to pay so far may 
have been either intentional or through oversight. In case 
It is incentional, firm action can be taken later; but if it is 
through oversight, firm action at this stage would annoy 
the debtor, who may, consequently, decide not to do any 
more business with the firm. 

(3) If the first two communications remain unanswer* 
ed, a third reminder becomes necessary. In this, the 
creditor asks for payment of the debt, firmly but politely. 
He may point out the advisability of prompt pa;fment, and 
fix a date by which the amount should be paid to him. 

(4) If even the third reminder brings no response 

from the debtor, the situation has reached a point where 
the creditor makes a final appeal to the debtor to pay his 
debt, or take the consequences of legal action. This is 
called the ‘last resort’ collection letter. In this, the credi- 
tor uses every possible argument to induce the debtor to 
clear his debt. It should be remembered that even in this 
letter, in which firmness is more than justified, ruden^s 
is unpardonable. i 

The method shown above is the general 
method of collecting debts. But there is nothing sacro- 
sanct about it. It mdy be modified, changed, or even 
scrapped altogether, and a different method adopted in 
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its place, if circLimscances make such a course desirabie. 
HlJiils on the 'writing* of Colleciioii Letters. 

(1) Be coiiileoiis hiil foni. — The writing of coiiectioii 
letters requires graac tact and skill on the part of the 
writer. A sharp insinuatiiig letter annoys the debtor, and 
of Ian makes him the more determined not to pay the debt. 
If he does pay, he still nurses a grievance against the per- 
son who has treated him so harshly, and resolves not to 
buy an^vTliing from him again. On the other hand, if a 
collection letter is too 'soft', it is, in many cases, treated 
lightly by the debtor, and even ignored. This means that 
4:he work of the Credit Manager is as difficult as that of a 
rope-walker. He is balanced on a tight-rope, trying at 
the same time both to hold the goodwill of the customer 
and to collect the money due from him. He cannot 
achieve this unless he scrupulously avoids the extremes of 
excessively 'sharp’ and excessively 'soft’ language, and 
chooses the golden mean of language that is courteous as 
well as firm, although the degree of firmness will depend 
upon the circumstances of each case. 

(b) Be friendly,— The impression your letter should 
Create on the debtor is that you want to help him out of 
the difficulty in which he may have been placed, and that 
you entertain a good opinion of him. We all respond to 
people who thnfk well of us, and generally try to deserve 
Ihe confidence that they place in us. 

(o) Be resourceful. — If your debtor finds himself in a 
mess through lack of business experience, and if you are 
in a position to give him sound advice, suggest to him a 
definite procedure whereby he can clear his debt. 

(d) Appeal to the self-interest of the custf^r* — 
Psychologists say that self-interest strongly affects human 
behaviour. It is better to tell a customer that it is to his 
advantage to keep his credit good, than to remind him 
how delinquent he has been. 

(e) Appeal to debtor^s sense of fairness.- — ^This often 
produces results; but avoid dwelling at length on how 
badly he has treated you. 
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(fj Keeii Lit Ite'.ping tZie debtor. — Sometimes it is tc 
the advantage of a trader to invite his debtor to say Irank- 
ly v/hy his accouit has itllcn into arrears and, alter tsarn- 
ing cl his trouble, to help him to get over it. Similarly, ii 
often paj’s a business man to suppoit his debtor during a 
spell of bad trade, or to assist him in disposing oi a stocK 
unwisely bought, for a customer retained in this way is a 
source of continued profit. It should not be forgotten that 
obtaining new customers is more difficult than retaining 
old ones. 

(g) Adjust the letter to the customer. — ^Different 
customers require different treatment. A wise Credit 
Manager, therefore, will A’ary the style of his letter to suit 
the character of the debtor and his account. We give 
below a brief classification of the various kinds of delin- 
quent debtors, which though by no means exhaustive or 
scientific, will facilitate the study of this subject. Debtors 
may be classed as: 

(li) Honest but temporarily short of money. 

(2) Dishonest. 

(3) Negligent. 

(4) Miserly. 

(5) Dissatisfied with the creditor and therefore 

nursing a grievance against him. 

• • 

The average business man intends to pay his debt. 
When he buys something on credit, he thinks he will be 
able to clear his debt by the due date. Sometimes, how- 
ever, he over-estimates his ability to pay; or unforeseen 
circumstances make an unusual demand on his purse. In 
such circumstances, he may be unable to pay his debt 
within the time allowed. Yet he undoubtedly means to 
pay his debt, and pay it at the earliest opportunity. It is 
not wise to humiliate such a customer with lett^fS j that 
cast a reflexion on his honesty. , (Mp j. 

On the other hand, there are debtors yJW ^ pOi^tive- 
ly dishonest. They igjiore their obligations on pnrjpi;?^% 
and will refuse to meet them as long as they ew. feuch 
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persons lequire to be treated more iiriTiiy lliaii honest 
customers, and at times even bluntly. 

The negligent ones can usually be made to pay their 
debt by simply reminding them that it has become over- 
due, although some of them pay only after thc^f have 
received a number of reminders. 

Those who delay payment as long as possible out of 
sheer miserliness may be brought round by being lemind- 
ed of the attractiveness of your cash discounts, or of the 
interest they would have to pay after a particular date, if 
they continue to delay payment. 

* The dissatisfied customer may be induced to pay the 
debt by removal of the cause of his grievance. 

Eeplies to Collection Letters. — trader is often unable 
to clear his debts by the due date for various reasons. He 
may be unable to collect his own accounts from his cus- 
tomers. He might have bought more than he could dispose 
of within the time he had expected. Trade depression 
may be the cause of unsatisfactory sales of his goods. For 
these or other reasons a trader may not be able to settle 
his accounts. 

Whatever may be the reason for his inability to pay, 
he may be well advised to answer letters regarding pay- 
ment of Ms accounts promptly. His replies to such letters 
should frankly explain the circumstances which prevent 
him from paying his accounts, and say courteously what 
he proposes to do in the matter. He may ask for an exten- 
sion in the time for payment, or suggest payment by 
instalments. 

In any case, his letters should reveal the sincerity of 
his desire to pay his debt, and pay it at the earliest possible 
moment. If the creditor has already shown him some 
consideration or sympathy, the debtor should not fail to 
acknowledge it in a fitting manner. 

Foirm JLetterSt— Many business houses use 'form 
letters* for collecting overdue accounts. These letters are 
replicas of model -letters carefully ftomposed for the pur- 
pose of dealing with the frequently recurring cases of 
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delay in the payment of accounts. The ‘form letters’ usu- 
ally constitute a series, and are sent out to delinquent 
customers at certain intervals, as pointed out our 
account of ‘Collection Routine’. As ‘form letters’ may 
easily be copied from the original model letters they save 
much of the time of the busy Credit Manager, who would 
otherwise, have to draft a special letter for each debtor. 
Another advantage of such ‘form letters’ is that as they 
are turned out on a duplicating machine or printed and 
have, therefore, the appearance of a circular, they are least 
likely to hurt the self-respect of the recipients, who feel 
that they are being approached as a matter of routine, andr 
not being specially singled out to be reminded of the state 
of their accounts. It is worth noting, however, that 
although ‘form letters’ serve a useful purpose, they cannot 
take the place of letters specially composed^ to suit the 
nature and the circumstances of the customers addressed. 
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FORM LETTERS 

1. First Letter enclosing a Statement of Account. 

SWISS INDIA WATCH COMPANY 


90, Hounby Road, 
Bombay 1. 

1st March, 1942. 


'The Oriental Trading Co., 
Ciiandni Chowk, 

Delhi. 


Gentlemen, 

We enclose a statement of account made up to the 28th 
February, 1942, from which you will see that there is a 
balance of Rs. 350/- (Rupees three hundred and fifty only) 
*in our favour. 

We should much appreciate your remittance in 
settlement. , 


Yours faithfully, 
Swiss India Watch Co. 
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•3. Siatemeni of Account. 

STATEMENT OF ACCOUNT 

SWISS INDIA WATCH CO. 
00 , HORNBY ROAD, BOMBAY, 1. 


1 st March, 1942. 


The Oriental Trading Co., 
Chandni Chowk, 

Delhi. 


Dr. to SWISS INDIA WATCH Co. 


Terms ; 2|- % 1 month 


1942 


Es. 

As» 

Fs. 

Es. 

As. 

Feb. 1 

To balance 




5 


12 

,, soods 

ISO 





18 


soo 





22 

1 


400 



S50 


! 





855 


Feb. 7 

By cash 

240 





20 


270 



510 

i 


1 




345 



An early remittance will oblige us. 


B. Master, 
Manager. 

' . r*,', 
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•j. Second Letter enclosing a duplicate Statement of Account. 
SWISS INDIA WATCH COMPANY 


90, Hor-Nbv Road, 
Bombay, L 

16th March, 1942. 


The Oriental Trading Co., 
Chandni Chowk, 

'Delhi. 


Dear Sirs, 


Re Settlement of Account No. C/li23. 


We wrote to you on the 1st March, calling your atten- 
tion to* the account referred to above. As we have had no 
j’eply from you so far, we think our letter has probably 
not reached you. We, therefore, enclose a duplicate state- 
ment of account, and request you to give it your early 
attention. • 


Yours faithfully, 
Swiss India Watch Co. 
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4. Tkifd Letkr jking a date for Payment. 

SWISS INDIA WATCH COMPANY 


90, Hornby Road, 
Bombay, 1. 

1st April, 1942. 

The Oriental Trading Co,, 

Chandni Chowk, 

Delhi. 


Dear Sirs, 

Re Settlement of Account No. C/n23. 


We .'are surprised to find that you have taken no notice 
of our letters of the 1st and 16th March regarding the 
settlement of the above account. As it is now very much 
overdue, we must insist on its payment by the lOth inst" 
at the latest. 

Yours" faithlully, 
Swiss India Watch Co. 
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,5. LeUer demanding payment : Threat of a Draft, 
SWISS INDIA WATCH COMPANY 


90, Hornpa’ Road, 
Bombay, 1. 

1st April, 1942. 


The Oriental Trading Co., 
Chandni Chowk, 

Delhi. 


Gentlemen, 

Re Settlement of Account No. C/1123. 

We have not yet received any reply to our letters of 
the Isi and 16th March; nor have we received any remit- 
tance in settlement of our account. As you have consider- 
ably exceeded the term of credit you were allowed, we 
must insist on receiving payment of our account by the 
10th inst.,^ failing which we shall draw upon you a bill of 
exchange payable at sight. 

Hoping to receive an early remittance, 

We remain, 

; Yours faithfully, 

Swiss India Watch Go. 
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6 '. Fourth Letkr thrmicmig Legal Action. 


SWISS INDIA WATCH COMPANY 


&0, Hornpa' Road, 
Bombay, 1, 

39th April, 1942. 


The Orientdl Trading Co,, 
Chandni Chowk, 

Delhi. 


Dear Sirs, 

Re Settlement of Account No. C/1123. 

Although we have repeatedly rendered you the above 
account, you have failed to settle it. We now inf of m you 
that unless we have a remittance within the next foue 
days, we shall ask our solicitors to take the necessary 
steps to recover the amount. . 

Yours faithfully, 
Swiss India Watch Co. 
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7. Fourth Letter — Dishanour of the draft and a threat to take 
Legal Action. 

9 

SWISS INDM WATCH COMPANY 


90, Hoenby Road, 
Bombay, 1. 

30th April, 1942. 


The Oriental Trading Co., 
Chandni Chowk, 

Delhi. 


Dear Sirs, 

Re Settlement of Account No. C/1123, 


Wft are sorry to find that you have not offered protec- 
tion to our bill of exchange of the 11th instant. We are, 
therefore, left with no alternative but to demand an imme- 
diate payment of the amount due to us. 

We mgy point out that in the event of your not remit- 
ting the amount by the 7th of May next, we shall be 
obliged to entrust the matter to our solicitors, with instruc- 
tions to take the necessary steps for recovering the 
amount ' 

We tru^t you willnot compel us to take that unpleasant 

step.;.' ' , ■ ' ' ' ^ ■ ■ ; 

Yours faithfully, 

; , , , ■ , . Swiss India Watch 'Co;: " 
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S. Reply to letter No. 4. 


THE O'lISNTAL TEADING CO. 


Chandni Chowk, 


Delhi. 

7th April, 1942. 


The Swiss India Watch Co., 
90, Hornby Eoad, 

Bombay, 1. 


Dear Sirs, 

I have received your letter of the 1st April, demanding 
an immediate payment of the amount diie to you. 

r am sorry to state in reply that the demand for 
watches this winter has been so small, that practically half 
of the goods you sent me still remain unsold. In other 
lines, too, trade has been very slack. I shall, therefore, be 
grateful if you will allow your account to stand over till 
the 30th of July this year. • * 

I trust you will comply with my request. 

Yours faithfully, 

The Oriental Trading Co., 

■ "'KD.;Dalwani:y:''''. 
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9. Reply to Letter No. 8 asking for Acceptance of Draft. 
* SWISS INDIA WATCH COMPANY 


90, Hornby Road, 
Bombay, 1. 

10th April, 1942. 


The Oriental Trading Co., 
Chandni Chowk, 
j)elhi. 


Dear Sirs, 

In view of the circumstances narrated by you in your 
letter of the 7th instant, we have decided to allow postpone- 
ment of the payment of our account, on condition that you 
return to us, duly accepted, the enclosed Bill of Exchange 
ICpr Es. 350, falling due on the first of August, 1942. 

We trust that you will meet the draft on maturity. 

• * Yours faithfully, 

Swiss India Watch Co. 

K. G. Bhagat & Sons, 
Proprietors. 


Enel; Bill of Exchange. 
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j V. Ldtir emosing cheque in SetUenient 

THE ORIENTAL TRADING CO. 


CfiANDNI ChOWK. 

Delhi. 

4th April, 1942. 


The Swiss India Watch Co., 
89, Hornby Road, 

Bombay, L 


DearSirs, ■ 

Referring to your letters of the 1st and 16th March, 
we are sorry to state that our accountant, Mr. B. B- Mukerji, 
hadng gone on leave, we could not remit the amount 
earlier. Now that Mr. Mukerji has returned, we ‘enclose 
our cheque for Rs. 350, in full payment of your account. • 

We regi‘et the delay in settling your account, and trust 
you will not mind it. 

, ' ' ' ' . *'■' ' ■' • ' 

Yours faithfully, 

The Oriental Trading Co., 

K. L. Lalwani. 
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1], Letter asking a mstomer to take advantage oj Cush Dismud. 
’ NOETHEP.N INDIA TRADING CO., 


Lajiing'iox Road, 
Bomeay, 

25th October, 1944. 


The Hornby Cycle Co,, 
90, Hornby Road, 
iombay, 1. 


Dear Sirs, 

You are one of our esteemed customers who invariably 
settle their accounts promptly and take advantage of oiir 
cash discount of 21 % one month. As your account for 
September is still unpaid we think it our duty to remind 
y,ou that you are entitled to the discount only if your 
remittance reaches us by the end of this month. 

Yours faithfully, 
Northern India Trading Co., 
S. D. Parikh. 
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/ 2. A sfjmpathetie idler to an old customer suggesting Payment by 

li>s(iihnrnis. 


HLNDCSTAK TiSADING COMPANY 


21, Lamington Road, 
Bombay. 

28th April, 1943. 

Idossrs. R. S. Engineer &: Co., 

29, Kaibadevi Road, 

Bombay, 2. 


Dear Sirs, 


It is so unusual for your account to fall into arrears, 
that 1 was surprised to learn from our Collection Manager’ 
Mr. Dalai, that your February account is nearly two 
months overdue. He has. also, shown me the letters that 
ise wrote to you in this connection. I am now writing this 
perscnal letter to you, to ask you to give the matter your 
early attention, as I do not wish our Collection Department 
to worry our old customers with reminders. ' 

I should very much appreciate the courtesy of your in- 
forming me exactly how you stand, and whether I can 
assist you in any way. If you can make some reasonable 
pioposal for payment, rest assured that I will give it the 
friendliest consideration. Perhaps you may be able to pav 

m^vnn'^T’Tf instalments most convenient 
to you. I should welcome such a proposal from you. May 
I hear from you by return of post? 


Yours very truly, 
Hindustan Trading Co., 
S. D. Parikh, 

General Manager. - 
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12. Letter asking a debtor to Return a part of the Unsold Goods. 

HINDUSTAN TEADING COMPANY 

21. Latmington Road, 
Bcmbay. 

22nd July, 1944. 

Messrs. R. S. Engineer & Co., 

29, Kalbadevi Road, 

Bombay, 2. 

Dear Sirs, 

i> We thank you for your letter of the 20th July, and are 
sorry to learn that there has been unusual slackness in 
your trade, which has prevented you from settling your 
account in time. We also note that you are holding over 
the settlement, until you are in a position to pay in full the 
amount of Rs. 1,200/- owed by you. 

We should like to point out in this connection that we 
have already waited far too long for the settlement of this 
account*. When you consider that we have to handle hun- 
cireds of separate accounts every month, you will realize 
that even a small proportion of such overdue accounts 
would amount to several thousands of rupees; and as we 
on our pajjt make it a matter of principle to pay all our 
debts promptly, we have to insist on prompt payment by 
our customers in their turn. We are, therefore, unable to 
keep this account open any longer. 

We are prepared, however, to assist you to get out of 
your difficulty, by taking back the goods you are unable to 
sell, and to give you credit for them. This will give yon 
considerable relief from your debt, which you will be able 
to clear by a single remittance, or by two fortnightly 
instalments. 

We shall be glad to hear that you approve of the above 
suggestion, and are arranging to send us the unsold goods, 
and your cheque preferably in full settlement of the debt, 

* jYours faithfully, 
Hindustan Trading Co. 
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U. Reply fo a, lettcf of colleeiion : Cheque Enclosed. 

A. B. ENGINEERING WORKS 


Lal Bazah, 
Nagpub. 

15th June, 1941, 

Tlie Hindustan Trading Co., 

Hornby Road, 

Bombay. 


Dear Sirs, 

We have received your letter of the 12th June, Please 
excuse us for ha\nng overlooked your invoice of the Ist 

May for Rs. 350/-, We now enclose a cheque in full settle- 
ment of our account. 


Yours faithfully, 

per pro. A. B. Engineering Works, 
D. D. Nagpopewala. 
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U. Leilcr n'l^tMth^Ei'teiimn ofTiiue. 

TILAK MCSIEEY COMPANY 


Poona, 2. 

141h June, lINo. 


Messrs. Mansukhlal & Co., 
Chakla Street, 

Bombay. 


Dear Sirs, 

We learn trom your letter dated the 12th June that 
you have drawn on us at sight for the balance of our April 
account. We are sorry we are unable to meet this draft 
at the moment. If you will kindly instruct your bankers 
to treat it as payable 30 days after sight, we are confident, 
we shall be able to meet it on maturity. We shall consider 
it a favoiii- if you will agree to this request. 


Yours faithfully. 
T. B. Tllak, 
Proprietor. 
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::me drug stores 


1, Station Road, 
Khak, Bombay, 21. 

30th May, 1946. 

The Persian Drug Co., 

Usui Building, 

Churchgate Street, 

Bombay, 1. 


Dear Sirs, 

We regret, owing to a large number of our outstand- 
iiig accoiintS) W6 ha.ve not bo8ii able to sond you a choquo 
for our account, which fell due last month. We expect to 
receive two or three large remittances from our customers 
within the next few days, and to send you at least half the 
amount due to you before the end of this week. 

Yours faithfully, 
per pro, Khar brug kores, 

J. D’Costa, 
Manager. 
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J?'. Letter proposing to pay by instalments. 

GIEGAUM STATIONESY MAST 


Pant Niwas, 
Chaeni eoad, 
Bombay, 4. 

1st July, 1944. 


The International Traders, 
Elphinstone Circle, 
ipombay, 1. 


Dear Sirs, 

The reason why we did not answer your letters regard- 
ing our account is that we wanted to send you the most 
satisfactory reply in the shape of a cheque in full settle* 
ment of your account. Unfortunately, we could not realize 
this wish as, owing to a depression in our trade, we have 
been unable to realize a large number of our outstanding 
accounts. 

We are trying our utmost to collect the dues, and also 
to dispose of oui; stock, even at a nominal profit, to secure 
ready cash. We do not, however, expect to realize within 
a short time sufficient funds to enable us to. pay off your 
debt by a single remittance. We, therefore, propose to 
send you a cheque of Rs. 200/- every week, instead of wait- 
ing tilil we can send you the whole amount. 

We are, indeed, grateful to you for not having pressed 
us for payment so far, and request the favour of a little 
more time, to enable us to clear our account in the way we 
have suggested; ' • ■ ■ ■ ' 

' i Yours; faithfully, ; 

' ' ' V. Prabhakar,' : ; " ; 

Proprietor. 



CHAPTER XI 
CIRCULAR LETTERS 

iKtroduciion,— A circular letter is a letter of which 
many copies are prepared and sent round to a number oi 
people. When a tradesman has to give the same informa- 
tion to many customers, he does this by means of the cir- 
cular letter. At first he prepares a draft of the letter, and 
then makes as many copies of it as he wants to send out. 
un a duplicator or by any other copying process, including 
printing. 

It IS necessary to exercise the greatest care in drafting 
a circular letter. If it contains a mistake of fact, the 
hundreds or thousands of persons who receive it will be 
misiniormed. If it is discourteous, it may antagonize them 
all. On the other hand, a well-written circular letter can 
be a source of immense profit to the writer, as by me'ans 
of it he can reach a large number of people and obtain 
their patronage. The potentiality of the circular letter for 
good and for evil, therefore, should never be lost sight of. 

Occasions on which circular letters are sent— The 
following are the chief occasions on which such letters are 
issued. ^ 

(a) Establishment of a new business. 

(b) Admission of a partner. 

(e) Removal of business to new premises, or opening 
of a new branch. 

(d) Death or retirement of a partner. 

(e) Conversion of a partnership into a limited company. 

(f) Granting of Power of Procuration. 

fg) Obtaining an agency. 

(h) Clearance Sales. 

(a) Establishment of a new Business. — ^A circular letter 
announcing the establishment of a new business usually 
contains information on the following points: 

148 



CIRCULAR LETTERS 


149 


(i) Tlie name of the firm, its address and the nature 

* of the business. 

(ii) The date of its establishment. 

(iii) The qualifications of the proprietor, or manager, 
particularly his knowledge of the trade, business 
experience, etc. 

(iv) The capital at the disposal of the proprietor. This 
may be indicated only when it is thought desir- 
able to do so. Ordinarily, it may just be stated 
that the capital is adequate. The exact amount 

» need not be mentioned. 

(v) The quality of the goods offered and the fairness 
of the prices charged. 

(vi) Reference to the specimen signature of the pro- 

1 prietor, if this is necessary. 

mentioning his ability, business experience, and 
the quality of his goods, the writer should exercise res- 
traint; otherwise his letter is likely to breed distrust. 
Reference to the specimen signature is necessary to guard 
against possible forgery. 

(&) Admission of a Partner. — Occasions arise when a 
business man decides to take in a partner. He may do so 
o4 .account of t|ie expansion of his business, and his con- 
setjuent inability to look after it single-handed, or on 
account of Ms need for more capital, or for some other 
reason. As the admission of a partner brings about a 
change in the constitution of the business, this fact has to 
be intimated to the customers. This is done by means of 
a circular letter. Such a letter states the name of the ne'vir 
partner, and the date from which he has been admitted 
into the partnership. It may give the reasons for Ms admis- 
sion, .and : speak appreciatively of Ms experience,; ability 
and :,the :, capital ;tbat he brings with him.: It may: also in- 
the 'Customers to the signatme of dhe 
' partner,': wMchis, hsuaily gi-ven, at the eiid of, the, letter,'' or 
on, an enclosed slip. If on account’of the adndssion of the 
.partner, there is a cl^nge in the style of the business, this 
faqt' is, also, ^stated the letter. An expression of thanks 
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to the customers for their patronage in the past, and a 
courteous request for its continuance in the future, usually 
closes the letter. 

(c) Removal of Business to new Premises. — ^When a 
trader, owing to the expansion of his business, moves to 
new premises, he may announce this to his customers by 
means of a circular letter. A few hints on the writing of 
such a letter are given below; 

(i) If the new premises are more commodious, or 
more centrally situated, and therefore, within 
easier reach of the customers, the fact should 
emphasized in appropriate language. 

(ii) The writer’s reference to the expansion of his busi- 
ness should be made in language that is free from 
egotism and boasting. 

(iii) The address of the new premises should be clearly 
indicated. 

(iv) If the transfer of business to the new premises is 

likely to result in. some delay in the execution of 
orders of the customers, it is advisable to inform 
them of this, so that they may have no ground for 
complaint. . 

(d) Death or Retirement of a Partner.— ThQ loss qf a 
partner through death is another occasion for sending out a 
circular letter. In it the writer announces with regret the 
death of the partner, and acknowledges formally the ser- 
vices rendered by him to the business. If the writer intends 
to continue to trade under the same style and on the same 
lines as before, he says so. On the other hand, if the name 
of the firm is going to be changed, this is pointed out and 
the new name indicated. If it has been decided to take in 
a new partner in place of the deceased, the writer mentions 
his name, business experience, ability, etc. Finally, the 
writer expresses the hope for a continuance of the favour 
which the customer has shown him in the past. 

In a letter annoimfeing the retfe of a partner, 
the writer usually regrets the loss of! ’the retMiig partner, 
and refers appreciatively to his sendees to tFe firm. This 



CIRCULAR LETTERS 


151 


should be done in such a way as would not shake the cus- 
tomers’ confidence in the existing firm. One method of 
retaining their confidence is to inform them that the firm 
will be run on the same lines as before. In some cases it 
is advisable to state why the partner has retired. Tiiis is 
so when his retirement is due to ill health or old age. If 
the retiring partner withdraws his share from the firm’s 
capital and the remaining partners make additional contri- 
butions to keep the firm adequately capitalized, this should 
be mentioned in the letter. Any change in the name of the 
'»firm should, of course, be pointed out. 

(e) Conversion of a Partnership inot a Joint-Stock 
Company, — ^At times the expansion of the business of a 
firm makes it necessary to convert it into a limited com- 
pany. The m.ain advantages of this form of organization 
are: 


(i) The liability of its members is limited to the extent 
of the shares held by them and, therefore, they 
cannot be made personally liable for the debts of 

♦ the concern, as in the case of a partnership. 

(ii) It can usually raise more capital than a partnership. 
In letters intimating such a conversion, the writer states 

that the Sxpan«ion of the firm’s business and the conse- 
quent need for more capital have rendered the conversion 
desirable. As a limited company tends to become more 
impersonal than a partnership, the customers may become 
apprehensive that the company will not take as much 
personal interest in their requirements as was shown by 
the partnership. The circular letter should, therefore, re- 
assure them on this point, and tell them that their needs 
will receive the same attention as in the past. 

(f) (Jranting of Power of Procuration.— The circular 
letter intimating this is formal. It simply notifies the 
granting of the power of procuration, and contains a speci- 
men signature of the person to whom such a power has 
been gTEinted. The granting of th*e power of attorney as 
tvell as ite canc#lati<|n may also be made the subject of a 
:n,dtice'iri.:h\'':^ewspap€r, , 
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(g) Obtaining an Agoncy.-When a trader obtain. t!i« 

!:nom. This he raav do hv 

well as by s.-nd'o-s o"t '..Oshf “ 

t«-s should rate; tV,; 

fairness of i-s Brice ii- X t * / 

closes by sohdti ^a ri '“‘"' 

letter is really a sales We- Lt.t ““ 
the writing if sa t, fehi’ Tf'’'® 

appH to it arUr ’ 

(b) Clearance Sales T^nci‘no-,r, 

Clearance sales known to' the generally make 

Ments in rewsD-nei-* R’ - f advertise- 

letter over an advertisement is that 

aadressed to a special class or a 111 f J ^ 

sons, and 's less lU-ditr i u ®®^-cted number of per- 

^«0t can be more fullv e^lteT^w T®’ " 
vertisement. Besides,' a letter is ttelv t be f 7 T 

recipient on his hie for future reference. ^ 

writer first refeiri^some^oTtT^”^ ^ clearance sale, the 

the sale. He then rleolendrf ' 
shop, so that customers mav cp to his 

and the wide range or varfol^rthr 
sale. In the end he assures them of for 

sale, and exhorts them to genuineness of the 

possible, by reminding them that lTs^% 
who buy early buy the best’. 
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L Letter announcing the Esiahlishment of a Nexc Business. 

i» 

lEANI AND COMPANY 
Grocers and Provision Merchants 


SiTARAM BuILDIXGs 
Hornby Road, 
Bombay, 1. 

1st March, 1942. 


Dear Sir/Madam, 

You will be pleased to learn that we are opening on 
Monday next a high class Grocery and Provision Store at 
the above address. 

The store will be in charge of Mr. Richard Ferguson, 
who was formerly manager of the grocery department of 
the Army and Navy Co-operative Stores, Ltd., Bombay. 
His experience of the trade will assist us in selecting the 
best goods, and in running the business on the most efficient 
lines. 

We have adequate capital at our disposal, which will 
enable us to keep as large and varied a stock as can be 
obtained anywhere in this city. It will also make it pos- 
sible for us to buy in bulk and sell at very moderate prices. 

It is, of course, impossible for us to prove the quality of 
our goods in relation to their prices unless you are good 
enough to give us a trial order. May we hope that you 
will see your way to do this? We are quite confident that 
you will be satisfied with the result. 

Yours faithfully, 

Irani & Co. 
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2. Letter announcing the Admission of a Fariner. 

C. N. PARIKH 

Manufactariiig Chesnist and Druggist 


22, Peincess Steeet. 
Bombay. 

22nd March, 1942 


Messrs. Rajpal & Co., 
Main Road, 
Allahabad. 


Dear Sirs, 

I have pleasure in informing you that owing to the 
large increase in my business, I have, this day, taken into 
partnership Mr. C. J. Kapadia, and that this business wiJI 
henceforth be run under the style of 

PARIKH & KAPADIA. 

Mr. Kapadia has been working as m^ senior traveller 
for the past 20 years, and is thoroughly conversant with all 
the details of this trade. Besides, he brings into the busi- 
ness a capital of Rs. 15,000/-. His admission as a partner 
will, therefore, prove to be of great value to us, and will 
enable us to extend our business in areas so far untouched. 

Thanking you for your past favours and hoping for a 
continuance of the same. 


I remain, 
Yours faithfully, 
C. N. Parikh. 

Mr. Kapadia will sign-^ 

Parikh & Kapadia. 
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3, Letter announcing the removal of Factory to new Premises. 

LUDHMNA HOSIEHY WOEKS 


Wakefield Road, 
Ludhiana. 

7th August, 1942. 

The Bombay Hosiery Mart, 

Shakla Street, 

Bombaji. 


Dear Sirs, 

We are pleased to inform you that the continued ex- 
pansion of our business has necessitated the removal of our 
office and factory to more commodious premises at 122-5, 
Station Road, Ludhiana, which will be our address from 
tke 20th of this month. 

Our new factory has been completely remodelled and 
considerably enl^ged by the addition of new and expen- 
sive machinery recently imported from America. Further, 
its close proximity to the railway station will enable us 
to despatch goods ordered by our customers more promptly. 
Thus we shall now be in a position to execute the orders of 
our customers more expeditiously and to supply them with 
goods that will be the last word in skilled workmanship. 

The shifting of machinery to the new premises and 
its installation there are likely to take some time. But we 
hope to be able to resume normal working by the end of 
this month. 

We await your esteemed orders at our new address, 

* Yours faithfully, 
Ludhiana Hosiery Works. 
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/. Lfiler umiounclng the Death of a Fartiier awl the Admission of 
a Xne Padner. 

EAMPPtASAD AND SADHAKItlSHAN 
General M-erchants & Commission Agents 


20, Kalbadi;ti lio.vn, 
Bombay. 

13tb January. 1942 

3Jessr3. Ramkrishan & Co,, 

Tempie Road, 

Lahore. 


Dear Sirs, 

I regret to announce the premature death of my much 
esteemed partner, Mr. Ramprasad, who was one of the 
founders of this firm and who took great pains in bringing 
it to its present position. 

I am, however, glad to inform you thai I hate admitted 
into partnership Mr. Ganga Prasad, the son of the deceased. 
Mr. Ganga Prasad has been working in our firm for a num- 
ber of years, and is quite competent to occupy his father’s 
place. We shall continue to trade under the same style 
and on exactly the same lines as before. We confidently 
hope that you will favour us with your esteemed orders as 
in the past. 


Yours faithfully, 
Ramprasad and Radhakrishan, 
A. Radhakrishan. 


Mr. Ganga Prasad will sign: 
Ramprasad & Radhakrishan. 
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J. Letter amtouncing the Retirement of a Purbur. 

, EAMLAL SHAEMA & COMPANY 
General Merchants & Commission Agents 


20, Kalbajd3!,yj Road. 

Bomb-ay. 

19tli January, 1942. 

Messrs. Nathaial & Co., 

Lai Bazar, 

I^agpur. 

Dear Sirs, 

We are sorry to inform you of the retirement from this 
firm of our senior partner, Mr. Ramlal Sharma, on account 
of old age and continued ill-health. Mr. Sharma was one 
of the founders of this firm, and it is a matter of great 
regret to us that we should lose the assistance of such an 
able and experienced business man. 

* As, however, on account of Mr. Sbarma’s indifferent 
health during the last two years, his work in the firm had 
been completely taken over by our young and energetic 
partner, M?. RasiS; Mehta, the business of our firm will not 
be much affected by Mr. Sharma’s retirement. There will 
be no change in the policy of the firm, which will he run 
exactly on the same lines as in the past. 

We have also to inform you that our resources will not 
be diminished by the withdrawal by Mr. Sharma of his 
share from the firm’s capital because of the additional con- 
tributions made to it by the remaining partners. 

We thank you for the confidence you have so far re- 
posed in us, and hope that we shall soon have the pleasure 
of executing your new orders. 

Yours faithfully, 

Ifemlal Sharma & Co. 
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6. Letter announcing the Conversion of a Partnership mto a 
Limited Company. 

WADIA, DALAL & CO. 


Paksi Bazae Street, 
Bombay. 

17th February, 1942. 


Messrs. Pocha & Sons, 
New Street, 

Poona. 


Dear Sirs, 

We are pleased to inform you that we have decided to 
convert our firm into a private limited company with a 
view to raising the necessary capital that would enable us 
to expand our business. The name and style of the new 
company which will come into existence as from the 1st 
March, 1942, will be: 

WADIA, DALAL & COMPANY, LIMITED. 

It is true that the composition of our business is 
changed; nevertheless, we wish to assure our customers 
that, so far as their interests are concerned, the change will 
be in name only. The personal relationship that has exist- 
ed between them and the firm will be maintained, and the 
traditions built up by it upheld by the company. 

■ Yours ' f aith^y;:.' . ■: 
Wadia, Dalai and Coiripahy* 
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r. Letter announcing the Granting of Power of Procurat ion. 
M. M. VAEMA & COMPANY 

% 

Builders and Contractors 


SiE P. M. Road, 
Foet, 

Bombay. 

20th April, 1942. 


Messrs. Pavri & Co., 

Lime & Cement Merchants, 
Null Bazar, 

Bombay. 


Dear Sirs, 

I have to inform you that my business commitments 
necessitate frequent absence from the city. This often 
causes inconvenience to my staff, suppliers and clients. I 
have, therefore, this day granted Power of Attorney to my 
Manager, Mr. Jivanlal L. Kapur, to sign letters and cheques 
on my behalf. 

A specimen of his signature is given below. 

Yours truly, 

M. M. Varma. 

Mr. Jivanlal L. Kapur will sign: 
per pro. M. M. Varma & Co. 

J. L. Kapur. 
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S. Letter an non mi ns, the Obtaining of an Agencii. 

aiENON BOKTHERS 

9 

20, Teipcrii'CEa, 

M-VDEAS. 

15th January. 194*1 

The City Provision Stores, Ltd, 

Main Road, 

Madras. 

Dear Sirs, 

We have great pleasure in informing you that our firm 
has been entrusted by the Cama Oil Mill Co., Ltd., Bombay, 
with the marketing of their “Cameo Brand” oils and soaps 
throughout this province. 

You will agree with us that “Cameo” goods need little 
introduction to the trade. They are manufactured bj^^ a 
well-known business house, and have already made a name 
for purity and excellence. Their “Lotus Soap” and “Kesh 
Wardhini Hair Oil” are familiar to every household in 
Northern India. 

Under arrangements with our principals we haye 
agreed to keep a fairly large stock of their products. We 
shall, therefore, be in a position to effect delivery from our 
stock of all varieties of “Cameo” goods. We ma^ also point 
out that under the terms of the agreement with our prin- 
cipals, we are appointed their sole distributors in the 
Madras Province, and no order will be entertained by them 
direct from any dealer. 

We enclose a wholesale price-list of “Cameo” products. 
You will please note that all prices are subject to a trade 
discount of 10 per cent. 

We have always aimed at supplying you with goods 
of the best quality, and once again offer you high-grade 
goods on the most convenient and attractive terms. 

Yours faithfully, 

Menon Bros. 
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9 Circular letter introducing a New Line of Goods. 

WEST END WATCH COMPANY 


l«l 


Bombay. 

1st March, 1934. 

The Reliance Watch Co., 

13, Abdul Rehman Street, 

Bombay. 


Dear Sirs, 

We have much pleasure in informing you that we are 
now in a position to satisfy the general demand for a 
cheaper line of West End watches by introducing into 
the market a new series, namely, the Secxmdus, which we 
have just received from our Home Office. 

These watches, like all other West End watches, are 
sound, reliable timekeepers and they will give good and 
honest service. Naturally, at such low prices, they lack 
some of the refinements of our high-grade watches, princi- 
pally so wt|h regard to points of finish. In all essentials, 
however, they are built on our usual full-grade West End 
standard both as to movements and cases. 

A few copies of the leaflet relating to this series are 
sent herewith and we shall at all times be pleased to sup- 
ply more, if required. By issuing this leaflet we are in- 
cluding the SECUNDUS among our regular patterns. Their 
sale to the public is, therefore, governed by the same rules 
and regulations as apply to other watches. 

We sincerely hope that this new line will give a fresh 
impetus to the demand for West End watches and Jhat you 
will fully cO-opferate with us to our mutual advantage. 

Afoujns faithfully, 

West End Watch Co. 



jGi MODER-I BUSINESS CORRESPONDENCE 

10. Letiei annuuiidn^ a Clearance Sale. 

EXCELSIOR TRADING COMPANY 


20, Cannaught Placg, 
New Delhi, 

15th September, 1941. 


J. C. Bhargava, Esq., 
CiuTon Road, 

New Delhi. 


Dear Sir, 

With a view to making room for new stock for the com- 
ing winter season, we have decided to effect a Clearance 
Sale of our present stock, commencing from the 21st inst. 

We enclose a copy of our catalogue containing the ori- 
ginal and the reduced prices. A perusal of this will show 
that a substantial reduction in prices has been made in all 
departments, and that prices have been marked down as 
low as 50 per cent in men’s readymade^cottoir suits, silk 
mufflers, ‘sola’ hats and cotton socks. In all these, our 
stocks at the moment are unrivalled both for quality and 
variety. 

The sale will remain open only for ten days, and if you 
wish to make sure of securing the pick of the bargains, 
please call early. 


Yours faithfully, 
Excelsior Trading Co., Ltd. 



- CHAPTER XII 

SALES LETTERS 

iKtrodiiction.— A sales letter may be defined as a letter 
written with a view to effecting the sale of merchandise or 
service. In a way every business letter is a sales letter; 
for, a reply to an enquiry, a letter written to pacify an 
angry customer, a trade circular, a letter designed to col- 
lect an overdue account, all these and other business let- 
t^ers, if properly written, help to establish a bond of goodwill 
between the writer and the recipient, which may ulti- 
mately result in the sale of the writer’s goods. Therefore, 
every well-written business letter should be regarded as a 
sales letter. In this chapter, however, we are concerned 
vnth only those types of sales letters which have as their 
immediate object the sale of goods or services. 

Sales Letter versus Salesman . — A sale may be eficeted 
through a salesman or by a sales letter. The latter has cer- 
tain advantages over the former: (i) A letter costs less than 
a salesman, (ii) However skilful and efficient a salesman 
may be, his prospect may not grant him an interview. A 
sales letter, on the other hand, succeeds, in almost all cases, 
in reaching the'^erson addressed. If, after seeing it, he 
throws it into the waste-paper basket, he does so only be- 
cause the letter is badly drafted and unimpressive, (iii) A 
salesman meeting his prospect may, not infrequently, talk 
in a haphazard manner, being upset by what the customer 
may say or do, and his sales talk, in that case, does not pro- 
duce the desired result. But a sales letter, planned and 
drafted by its author with care and thought, in the quiet 
atmosphere of his office, or in an inspired mood, and con- 
taining the most persuasive arguments, is not affected by 
the reactions of its reader. No wonder, therefore, that in 
America, commercially the most advanced country in the 
world, the technique of writing s^Ies letters has reached 
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the peak of perfection, and business worth millions of dol- 
lars is obtained by means of sales letters and ‘follow-ups’. 

Parts of a Sales Letter. — A sales letter usually consists 
of three parts: (a) the introductory paragraph, (b) the 
body of the letter, and (c) the closing paragraph. 

The Introductory Paragraph. — It is this paragraph 
which often saves a sales letter from being thrown into the 
waste-paper basket. Its function is to capture the attention 
of the reader. It should be so arresting that the reader is 
moved by an irresistible desire to read the letter through. 
This object is not likely to be achieved if this paragraph is 
too long. Therefore, in drafting it, do not beat about the 
bush, but approach your subject straightway. Avoid com- 
mencing it with a hackneyed phrase such as, ‘We have 

pleasure in bringing this to your notice ’ Also, do not 

make it too clever, pert or over-smart, for then it will not 
sound sincere. 

There is no cut and dried method of making this para- 
graph attract and hold the attention of the reader. A study 
of the opening paragraph of successful sales letters shows, 
however, that any one of the following devices, if properhjr 
employed, serves to make the opening paragraph capture 
the interest of the reader, and induce him- to read the letter 
through. For example, the opening paramaph giay appeal 
to his self-interest by showing him how ne can make or 
save more money, or live in greater comfort o-r seelxrity, A 
simple statement of fact, a paradoxical statement, a gehial 
or liumorous remark, a provocative question, a quotation 
from a famous person, an epigram— any of these may: be 
suitably used to open the paragraph. A note of ineOns^ 
picuous flattery running thro-ugh it is a^so likely to pierce 
through the indifference of the reader. We give below a 
few examples of introductory para^aphs selected frorh 
effective sales letters. ' ■ , 

(1) ‘Starving people win no victories! That' is why 
such immense effc^th are niade on both sid^y in blockade 
and counter-blockade. .The people must'be fed and fed 
well It is inevitable, therefore, that thO House of Heinz 
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should come into the struggle.’ (This is about Heinz 
tinned^ foods introduced during the World War 11.) 

(2) ‘No matter how far away from America you live, 
you are still a member of a unique American Community — 
the TIME Community — ^probably the most alert group of 
news-minded men and women in the world.’ (This is from 
a sales letter regarding the well-known American magazine 
Time.) 

(3) ‘We think it our duty to give you advance inform- 
ation about an almost certain rise in the price of English 
syitings. You have been our patron for ten years, and we 
want you to take advantage of the present level of prices. 
You have recently bought some suitings from us, but we 
are definitely of the opinion that it ivill be worth your 
while to go in for an extra stock, while the present prices 
hold.’ 

(4) ‘Did you ever see a cheap watch that was anj^ 
good?’ (This may be used for an expensive watch, or for 
an inexpensive but reliable watch.) 

(5) ‘You would not think of discarding your fountain 
pen simply because the ink is exhausted!’ (This refers to 
an offer to re-ink typewriter ribbons.) 

(6) ‘After baby’s food, and baby’s clothes, the most 
important ?Mng j^ou have to decide upon is the little car- 
riage that baby is going to ride in — ^is going to be seen in, 
is going to be admired in.’ 

The body of the Letter.— The body of the letter carries 
the greatest load because it contains its chief message. Its 
function is to convince the reader of the excellence of the 
product to be sold, and to fill him with an overwhelming 
desite to possess it. Unfortunately, many sales letter’s start 
wen, , but fizzle ©Tit in the iniddle, because their authors do 
not know the proper technique of drafting: this diffic 
part of the letter. We, therefore, propose to consider it in 
some detail. 

As this part of the letter is : intended to convinee the 
cwstomer of the excellence of the goods' offered for sale, it 
should supply; him wi#i all the information he would need 
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to be so convinced. For example, if you intend to sell a 
tooth-brush to a class of educated customers, you will fail 
in your purpose unless you satisfy them that the shape of 
the brush is such as will enable it to clean .all parts of the 
mouth thoroughly, that its bristles are sterilized, and do 
not become soggy and fall out after brief use, that it can 
easily be cleaned, etc. You cannot do this merely by 
asserting all these virtues for your brush. You must sup- 
port your claims by evidence. If your brush was awarded 
medals at authentic exhibitions, or if it has been recom- 
mended by a Medical Association or by some similar bodj, 
or if you can quote the opinion of a famous dentist in its 
favour, your statement is likely to carry weight. 

Note that the Time letter, appearing as one of the spe- 
cimen letters at the end of this chapter, does not merely 
say that it gives every week ‘significant news of the world’, 
‘accurately, clearly and without bias’, but before asking a 
subscriber to renew his subscription for the joiutial, the 
letter piles up evidence to show that ‘it is the magazine of 
the intelligentsia of the world,’ that ‘it is read by the Kin^ 
of England’, ‘by a person who has insured himself for 
$7,000,000,’ by ‘a quarter of all officers and directors of prac- 
tically every well-known American corporation’, ^by ‘700,000 
families,’ and that ‘74 per cent of its readers go to College,’ 
etc. No wonder, therefore, it succeeds in inducing the 
subscriber to renew his subscription. 

A fault to be avoided in talking of your goods is the use 
of superlatives, which is likely to breed distrust iii the mind 
of the reader. It is reported that a famous American store 
once sent 50 vacuum cleaners on approval to a certain 
town. Their recipients used them for a week free of 
charge, and finding them eminently Satisfactory, bought 
them. The sales manager of the store afterwards sqnt but 
two series of sMes letters about the vacuum cleaner tb 
other towns. In one of them he wrote; ‘Out of 50 vacuum 
cleaners sent on approval none was returned’; in the others 
‘Out of 50 vacuum cleaners sent biHapproval, only 4 were 
returned.’ ■ ; 'The r sales, ^.'frbm' ^cwld "iSeriesi^er^^'aS 
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cent higher than from the first. It should, therefore, be 
noted^that a slight understatement of the merits of your 
goods is more likely to sell them than their praise in exag- 
gerated terms. 

Various types of Appeals. — ^Various sales letters contain 
various kinds of appeal. The choice of appeal in a letter 
will depend on the character of the article for sale, and 
upon the class of persons addressed. Appeal to the pride of 
possession may be made in letters to be sent to "wealthy 
persons. Such an appeal is appropriate for articles like 
automobiles, pianos, jewellery, expensive furniture, china, 
e^tc. The vanity appeal would be useful in the case of 
articles of apparel such as dress-suits, saris, frocks, dresses, 
etc., and also for aids to beauty, like lipsticks, rouges, face- 
creams, etc. The luxury appeal would be suitable for 
automobiles, furs, high-quality cigarettes and perfumes. 
It is, of course, impossible to give here an exhaustive list 
of appeals of various kinds, and to state for what type of 
.articles and persons they would be useful. We should 
like, however, to point out that the economy appeal is 
usually the strongest of all appeals for upper and lower 
middle -class people^ but it can be adapted to suit well-to- 
do people as well. 

The ‘%ou' Jfttitude. — -By considering the interests of 
others, business men directly benefit themselves. Let your 
sales letters, therefore, show that you have made your cus- 
tomer’s problem your own. Nothing ruins the chances of 
success of a sales letter so much as the selfishness or ego- 
tism of the writer. Your customer is more interested in 
himself than in you or your product. So let there be more 
of Youj, and as little as possible of I, in your letter. Analyse 
the buyer’s poin't of view, and endeavour to satisfy his 
wahts. It is reported that a sales ihanagef in Calcutta 
received about 2,000 enquiries as the result of an ad^vertise- 
rn^ht in a da^^ neivspaper; He classified his replies to 
the enquiries' into two groups. One half of the replies 
dbmmenced with ‘W^ have receit?ed your enquiry of . . . . . . 
and have arranged, tc| send you under separate cover. 
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The Oilier half began v/ith ‘You will receive a complete 

range of samples shortly after you receive this letter ’ 

The sales resulting from the second group of replies were 
15 f; higher than those from the first group. , Surely care- 
fully the ‘You’ attitude adopted in the Time letter and see 
what excellent use is made of it. ‘You are a member of a 
unique American Community — the Time community— prob- 
ably the most alert group of news-minded men and women 


In the world one of you is King of England. 

you are the best educated as well as the best informed 
700,000 families 74 per cent of you went to College 


you are an articulate group. You do a lot of read^ 

ing etc. 

The Language.— The language of an effective sales let- 
ter is like the talk of a good salesman. Its every sentence is 
so warm and human that the reader feels that a salesman 
is talking to him. Short words and simple sentences help 
to achieve this conversational style. In fact, simplicity of 
wording, desirable in every business letter, is a sine qua 
non of a sales letter. The conventional rubber-stamp 
language of bygone days should be avoided like the plague/- 
Only plain, sincere, unpretentious words can give -a sales 
letter that vigour and pull necessary to make it effective. 

The Arrangement of the Subject Matter.— The subject 
matter should be arranged in paragraphs of suitable length, 
none of which should be tiresomely long or boring. More- 
over, the transition from one paragraph to another should 
be natural. The body of the letter should lead the reader, 
by degrees, from just an interest in your article to a climax 
of desire to own it. Its concluding part should, therefore, 
be the strongest in appeal. It may be heaped vrith per- 
suasive arguments which by their cumulative effect con- 
vince him of the excellence of the prcduct and make him 
eager' to, possess: it. V ■: 'I 

The , Closing' oi '.the Letter.-^The . purpose'':'::of ; this ;,parp^j 
graph is tO: stimulate such action on the part of the reader 
as the body of the lette:? has been preparing him for, , and 
to make it easy for him to take that ^ctipn. r It should tell, 
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him briefly, clearly, and in a positive manner, what he 
should do. If a good build-up has already roused his de- 
sire to the highest pitch, let not a weak conclusion allow 
that desire to cool off. Now, at this psychological moment, 
all that the writer has to do is to prod the reader to act, and 
to act quickly. 

The conclusion of many a sales letter is weak, because 
it betrays the writer’s diffidence about accomplishing his 
purpose. If he is not confident of favourable action on 
the part of the reader, in all probability he will not get it. 
Consequently, he should display plenty of confidence in 
tSis part of the letter. He should take it for granted that 
the prospect is going to buy his article. Sales letters con- 
cluding with stale expressions, such as ‘Trusting to get a 
favourable reply from you in the near future’, are, as a 
rule, ineffective, because such stereotyped language takes 
all the punch out of them. 

‘Follow-up’ Letters.— The title ‘follow-up’ is given to 
those sales letters which are sent to a prospect after the 
first sale’s letter has failed to produce the desired result. In 
selling by post, a single sales letter often yields no result, 
and so it is usual to follow it up. by a series of sales letters, 
so that all the possibilities of selling the article may be ex- 
hausted. Efesidesf as the series progresses, fresh arguments 
are introduced, and additionaT inducements offered. The 
theory underlying the preparation of ‘follow-ups’ is that 
there is one special line of argument or reasoning, or a 
special method of approach suited to each class of indi- 
viduals. If, for example, the first two letters of a series 
leave a prospect cold, he may be induced to buy the 
article by the third letter, containing an appeal different 
from those contained in the first two. This theory is tested 
on the touOhstone of practice, found to be substantially 

Hints On fbe db^fting of Follow 

1. - Each series shoul4 written to suit the particular 

class of customers which it is addressed, taking into 
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consideration the needs, the desires, and the ways of 
thinking of that class. 

2. The interval between any two follow-up letters of a 
a series should not be unduly long. The matter should 
be pursued while it is still fresh in the mind of the 
reader. 

3. The appeal of each letter should be tested by sending 
out only a few letters at first. If it is effective, more 
letters of the series may be sent out. If it is unsuccess- 
ful, the letter should be improved upon. 

4. Use new arguments in each follow-up letter. Do not 
repeat what has been said in the previous letter. 
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1, Letter offering to re-ink old typewriter ribbons. 

THE STANDARD RIBBON WORKS 


15, Elphinstone Circle, 
Bombay, 1. 

15th June, 1938. 


Messrs. Shaw & Co., 

9) Tardeo Road, 

Bombay, 7. 

Dear Sirs, 

You would not think of discarding your fountain pen 
simply because the ink is exhausted. Then why do you 
throw away your worn typewriter ribbons? We can re-ink 
them, as you can refin your fountain pen. 

If you examine one of your used and apparently worth- 
less ribbons, you will notice that the fabric is scarcely worn 
out at all. We take such ribbons, treat them with our special 
process, refill them with ink, and return them to you as 
practically new ribbons, at only one-third the cost. 

The enclosed folder explains our proposal in detail, but 
a trial will convince you. Better pack your old ribbons 
now, and send them to us for refilling. The sooner you act 
the more you will save. , V 

'■ v;. ' : Yours ' faithfully, ^ ' 

The Standard Ribbon Works. 
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2. Letter introducing a New Car. 

FORD MOTOR COMPANY OF INDIA, LIMITED 

Bombay. 

June 15, 1939. 

Merwanji J. Antia, Esq., 

80, Hornby Road, 

Bombay, 1. 

Dear Sir, 

Invitation to a New Experience. 

No doubt you have already heard about the ne\v" 
‘Mercury 8’ — the car which has met with a singularly 
favourable reception throughout the world and particularly 
in India, Burma and Ceylon. 

The several reasons for the popularity of this latest 
addition to the Ford-Lancoln range are to be found in the 
car itself, and, in order to give you an opportunity of ins- 
pecting the many features and refinements of this really 
magnificent product, we have pleasure in extending to you 
a very cordial invitation to a Guest Ride. *' 

Even if you are not contemplating the purchase of a 
new car this year, please accept this invitation, which 
places you under no obligation whatever. *^6 want you to 
see and inspect this fine new car, even if you are not in the 
immediate market 

Take a ride in the new Mercury 8’ as a guest of the 
Ford Orgariization and we can confidently promise you a new 
experience in mptpring comfort, enjoyment and perform- 
ance. ■ ■ ■, " ' , , ■ v , ' ■ ; 

Please fill in the enclosed postcard and have it posted 
—and a new Mercury 8’ will be at your disposal at any 
time suiting your own convenience, : 

.Yours very truly, 

r.:, . : -Ford Motor ,:Go.' of India, ''Ltd.,/ 
f B,'G, Htevenson,' ' 
^-Managing'JMrectGr.:--;;'.'' 
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3. Letter regarding a New Book. 

, THE TIMES OF INDIA 


Bombay. 

2nd May, ]942. 


Dear Sir, 

Counting you amongst those who wish Britain to win 
over the evil forces that threaten human liberty and all 
■^e hold dear, we are sending you this letter with a folder 
on Briiain’s Fighting Forces. 

Millions have already procured this book in England 
because it enables them to take an intimate, intelligent in- 
terest in the mighty efforts of countless thousands of gal- 
lant men from every part of the Empire towards winning 
the war. How they are doing it, under what conditions, 
by what means and methods, with what kind of equipment 
and wit]i what chances of success, are described and illus- 
trated in vivid detail, which make you feel that you live 
with the troops, with the navy and with the air force. The 
book will help you to understand our successes in the air, 
on the sea, and we feel sure, presently, on land. 

Britain’s Fitting Forces is meant for those who are 
not indifferent to the sacrifices made by our troops, for 
those who want to give them their formal backing, and 
those who want to meet defeatist and fifth columnist talk 
effectively. It is a book full of vital information and a 
wonderful memento for all who wish Britain to win. 

'When you have read the enclosed folder, we trust that 
you, too, will apply for your copy. There is ’only a limited 
supply left, and we look forward to receiving your instruc- 
tions within the next few days. 

Yours faithfully, 

L. W. Pearson, 

^ Manager, 

The Home Library Club. 
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4. Letter asking for Renewal of Subscription. 

TIME 

(Tiie Weekly News Magazine) 


330, East 22 Str!'.et, 
Chicago, Illinois. 
May 2, 1942. 


Dear Subscriber, ^ 

No matter how far away from America you live, you 
are still a member of a unique American community— the 
TIME community— probably the most alert group of news- 
minded men and women in the world. 

You hold your place in that community by sharing its 
one great common denominator— the desire to get accu- 
rately, clearly and without bias, all the significant news of 
the world every week. * 

And so I think that perhaps you will be interested to 
know some of the things TIME’S research department has 
learned about the 700,000 fellow-subscribers who read 
TIME each week in America and in ev«ry other country 
stiU reached by international mail, from Point Barrow, 
Alaska, to Kimberly, South Africa. 

So far only one of you has insured himself for 
$7,000, 000..,.. -.and only one; of you is King of England. 
Most of you are Just alert, intelligent people shGuldoring 
more than average responsibility at home and in your 
Jobs. Among you, for example, are a quarter of all officers 
and directors of practically every well-known American 
corporation.. ' 

Most of you young in years, not to rhentidn young 
in mind, your average age being 37,3i 

Men and women Kke you lead extremely adtive lives. 
Many of you are armed forces. Many more of you ; 
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have taken on a heavy share of civilian defence and other 
war work. 

are the best educated as well as the best informed 
700,000 families who ever gathered to read a magazine. 
Some of you have educated yourselves. The other 
of you went to college — and 173 of you have become col- 
lege presidents. 

In brief, your lives are so varied and so full that you 
must be doubly glad of TIME’S help to get all the signifi- 
cant news of the week in an evening’s reading. 

You are also an articulate group. You do a lot of 
reading— and a lot of it is serious. You all like a good 
argument, usually about subjects on which TIME keeps 
you up to date. The men among you argue most readily 
about the war, politics, economics, religion and love, in the 
order named. The women among you likewise argue a 
good war, and also relegate love to fifth place— conversa- 
tionally, that is. (There are limits to the fact-finding abi- 
lities of TIME’S research department!) 

'% 

TIME is written for just such a community as I have 
<iescribed — a community that extends all through the 
United Nations. If that community were geographical, I 
am sure you would never think of moving out of it. But 
the TIME commlmity is intellectual, and— speaking for 
that community — we do not want to lose you! 

Now your subscription has expired. And so to keep 
your place in our community, I hope you will sign the en- 
closed renewal memorandum and mail it back to me— to- 
gether with an international money order or a draft on a 
U.S. Bank today, please. 


Cordially yours, 
J. S. Pratt, 
Circulation Manager. 
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•5. Letter seeking New Customers for a Dairy. 

STANDARD DAIRY, LIMITED 

Ghatkopab, 

Bombay. 

. : 1st January, 1945. 

Dear Sir/Madarfi,'"' 

Do you want pure and fresh milk at a moderate price? 
The Standard Dairy, which we have recently established, 
will supply your need. 

The dairy is in charge of our manager, Mr. Amin, who 
holds a diploma in Dairying from the Dairy School of 
Reading, England, and who has also received practical train- 
ing in dairying in Switzerland and Denmark. He runs 
the dairy on modern lines, with the help of up-to-date 
machinery and hygienic appliances, imported at great cost. 

Our dairy farm, measuring over 50 acres, is ’situated 
at Ghatkopar, where our buffaloes graze in fresh air and 
sunshine. They are given a special fodder containing 
oil-cakes, soya beans and cotton-seeds. That is why 
STANDARD MILK is so creamy, delicious alid rich in 
vitamins. ' , , , 

Our buffaloes are milked with meBiculous care by our 
employees, who are healthy and clean and clad in uniforms 
of spotless white. The milk is then bottled in sterilized 
glass containers which are hygienically sealed: to prevent 
its contamination. Small wonder, therefore, that STAND- 
ARD MILK has time and again stood the test of the Gov- 
ernment Laboratory, Bombay. ' V : 

STANDARD, MILK is delivered to the very door of 
our customers froih oulf' own vans by our own men; This 
renders ■ its adulteration:' ' in ; transit , impossible^ ' ; ; : " ; 

_ ■ With all ;these^;^a^^ STANDARD MILK is bp- 

ing sold at annas 12 per seer. LSrge-scale production, 
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labour-saving devices and elimination of the middle man, 

enable us to sell it at so moderate a price. 

• 

The demand for STANDARD MILK is continually in- 
creasing. Not only discriminating citizens but also the 
leading hotels and hospitals of Bombay have started using 
it. Very soon the demand for it will exceed the supply. 
Lest you should be too late, register with us your name 
and requirements without delay, by giving us a ring at 
32505 or by posting us the enclosed order-form duly filled 
in. 

Yours faithfully,' 
Standard Dairy Limited. 
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6. A Letter persuading a prospect to Instal an Electric Motor. 

THE EASTEKN ELECTRIC SUPPLY CO., L^D. 

19, Taj Mahal Road, 
Agba. 

23rd February, 1946. 

Khan Bahadur Rashid All Khan, 

Khusro Bang, 

Agra. 

Dear Sir, 

May we point out that electric energy at as. 2 per unit 
is much cheaper than any other form of energy available 
in this town. « 

We understand that you are at present not using elec- 
tric power to run the water pumps and other machines on 
your Model Farm, and therefore, take the liberty of bring- 
ing it to your notice that you stand to gain considerably 
by replacing the present driving plant by an electric 
motor. Just to convince you of the truth of the statement, 
we are prepared to instal at our cost, temporarily, an 
electric motor on your farm to show what saving could be 
made in the cost of running your machines. 

If, at the end of the trial, the only thing that prevents 
you from purchasing our electric motor is its cost, we shall 
be glad to instal one for you on hire Toasis, at a fixed 
monthly rent which would include all the necessary re- 
pairs, supply of lubricating oil, and,, fortnightly inspection. 
In case the motor fails to give ‘Satisfactory service — which 
is unlikely — ^we wiU replace it by another one free of cost 
to you. Thus you will not have to incur any expenditure 
beyond the monthly rent and the actual cost 6f energy 
consumed. • • ' - ‘ 

On hearing from you, we shall be pleased to arrange 
a demonstration of the working of our electric motor on 

your farm. Yours faithfully, ' 

The Eastern Electric Supply Co., Ltd., 
John Smith, 

Sales Manager. 
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7. First ‘Folhw-up' Letter. 


the easteen electeic supply company, 

LIMITED 


19, Taj Mahal Road, 
Agba. 

10th March, 1946. 


Khan' Bahadur Rashid Ali Khan, 
Ktiusro Baug, 

Agra. 


Dear Sir, 

A fortnight ago, we had the pleasure of addressing 
you on the subject of the cheapness of electricity as a driv- 
ing power, and of enclosing particulars dealing with the 
matter. 'In those particulars we set forth the benefits that 
wpuld accrue to you by replacing your steam engine by an 
electric motor. As we have not heard from you so far, we 
are anxious to know if you are giving the matter the atten- 
tion it deserves. ^ If you want any points to be cleared in 
this matter, please do not hesitate to write to us or pay us 
a visit, ■ ' 

It may interest you to know that since we wrote to 
you last, we have already installed 2 such electric motors 
in the orchards of Sardar A. B. Inamdar, of this cityj 
where they are giving complete satisfaction, 

' TourS' faithfully, 

^ : The Eastern Electric Supply Co,, Ltd., 

- ; „ John'Smilh, > 

. ■ ' , ,, Sales' Manager. 
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8. Second ‘Follow-up’ Letter. 

THE EASTERN ELECTRIC SUPPLY CO., LTD. 

19, Taj Mahal Road, 
Agra. 

Khan Bahadur Rashid Ali Khan, 30th March, 1946 

Khusro Baug, 

Agra. 

Dear Sir, 

We approach you once again on the subject of economy 
in the use of electrical energy in driving your machines. 
We know we are persistent, but that is because we are suJ'e 
of serving you to your advantage, and at the same time, of 
benefiting ourselves. 

We have no doubt you have by this time gone through 
our booklet and the price-list we sent you. Since we have 
not hfeard anything from you so far we are inclined to 
think that there must be some detail about which you are 
not satisfied. We shall deem it a favour if you will let us 
know your difficulty. Maybe you do not like to 'take our 
motor on hire basis and go on paying rent. In that case, 
may we suggest another alternative? The motor will be- 
come your property in a year’s time if you take it oh our 
hire-purchase terms, the details of which are given in the 
enclosed booklet. Under this arrangement you make an 
initial payment of Rs. 500/- and pay twelve monthly instal- 
ments of Rs. 300/- each. Thus in one year’s time you will 
be the proud possessor of an electric motor which will 
greatly reduce your cost and enhance yiour profits. In 
case you prefer to buy the motor outright, we offer to sell 
it at a cash price of Rs, 3900/- only. 

There is no reasfan why you should not take advantage 
of this offer. We shall very: mttch appreciate an ^e^^ re- 
ply from.'you.', 

, 'Yours ' faithfully, 

The,.pstern Electric Supply Co., Ltd., ^ 
j >■ Sales ^'Manager.:''/^';;^'^'' 
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9. Third ‘Follow-up' Letter 

the EASTEEN electric supply CO., LTD. 

19, Taj Mahal Road, 
Agea. 

20th April, 1946. 


Khan- Bahadur Rashid Ali Khan, 
Kdiusro Baug, 

.^Tgra. 


Dear Sir, 

•It appears that our previous letters have not convinced 
you of the advantages of working the pumping and other 
machines on your model farm by electric motor instead of 
by a steam engine. We, therefore, venture to bring a few 
more facts to your notice. 

The enclosed copies of extracts from letters addressed 
to us by the manufacturers of the electric motor, whom we 
represent, show that these motors are in great demand all 
over India, and tEat the Govermnents of four provinces have 
ordered them for use on their model farms. The tremen- 
dous popularity of the motors must surely be due to their 
sterling merits. 

One important result of the increased sale of the motor 
is that it has enabled the manufacturers to reduce its price. 
We are, therefore, now in a position to offer it to you at a 
Cash price of Rs. 3,650/-, which is less than the previous 
:price‘by,6i'%..; 

■ Besides, to suit the convenience of most buyers we 
have prepared another Hire-Purchase Scherne under 
Which the price of the motor is fixed at R& 3,970, which 
payable in instalments spread pver two years. Thus 
yoh inay either buy tBe motor for a cash price of Es. 3^650, 
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or obtain it under the Hire-Purchase Scheme, in which 
case you pay Es. 250/- down and the balance in 24 monthly 
instalments of Es. 155/- each. We undertake to instal the 
motor on your farm at our expense on receipt of the initial 
payment of Es. 250/- from you. 

‘Good wine needs no bush’, and the advantages of our 
offer need no more stressing. In case you decide to take 
advantage of our Hire-Purchase Scheme, please fill in the 
enclosed form and send it with your cheque for Es. 250/-, 
on receipt of which we shall immediately proceed to instal 
the motor on your farm. 

Yours faithfully, 

The Eastern Electric Supply Co., Ltd., 
John Smith, 

Sales Manager. 
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IMPORT TRADE CORRESPONDENCE 

General. — As India is predominantly an agricultural 
country, its chief exports ai-e agricultural products and 
other raw materials, and its imports mostly manufactured 
goods. The total value of imports into India amounts to 
not l6ss than Rs. 150 crores every year. The import trade 
of the country is thus a very important branch of its com- 
merce. A brief account of the various types of traders 
engaged in it, how they conduct their business, and the 
correspondence relating to it, is given below. 

Import Houses. — The import of merchandise is under- 
taken by: 

(1) Merchants, firms and joint-stock companies who 
import goods directly. 

(2) Branches or agents in India of foreign manufac- 
turers who import their own manufactures and 
supply them to Indian traders. 

(3) Firms of intermediaries known as “Indent Firms” 
or “Indent Houses” who import for and on account 
of local 'Sraders, 

Indent Business. — Indent means an ‘order for goods’. 
In British commercial parlance, the term is restricted to 
orders for British goods received from foreign countries by 
British exporters. In India ‘indent’ often signifies an 
order such as is illustrated by letter No. 10 at the end of 
this chapter, which contains instructions from a Bombay 
merchant to an Indent Firm to order goods from abroad 
on his account and at his risk on specified terms and con- 
ditions. 

In this country a large number of those who want to 
import goods have a comparatively small capital and little or 
no knowledge of foreign markets. Tliey finds it an advantage 
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to get their requirements through Indent Firms who have 
often a large capital and expert knowledge of the foreign 
markets and are consequently in a better position t<s buj/- 
for their customers the right type of goods at competitive 
prices. 

Foreign Export Houses.— The various types of business 
houses abroad which supply goods to Indian buyers are: 

(1) Manufacturers who export their own manufactures 
to Indian buyers. 

(2) Export merchants or merchant shippers who 
supply their Indian customers with goods purchas- 
ed from various manufacturers. 

(3) Commission Agents who act as buyers for Indian 
importers. They assemble the various items in the 
‘Indents’ they receive and ship them to their cus- 
tomers in India. They earn a commission for 
their services. 

Enquiries and Quotations. — ^The trader in India import- 
ing goods through a foreign commission agent would rare- 
ly ask the latter to make a quotation, since he wofild rely 
upon the agent to buy the goods in the cheapest markek 
If, however, the trader wants to buy goods directly from 
a foreign manufacturer, he will first write a letter of en- 
quiry and obtain a quotation. The letter, of em:|uiry will 
give full details of the goods required, i.e., their quality, 
quantity, etc., and state how they should be packed and by 
what time they should be dispatched. The reply to such 
an enquiry will repeat the above details and in addition 
quote the price of the goods and the terms and conditions 
on which they are offered. 

In the case of a first enquiry, it is usual for the impor- 
ter to send to the exporter bank or trade references, i.e., 
names of bankers or other traders to whom the exporter 
may refer for information regarding the financial position 
of the importer. 

Enquiries and quotations are frequently made by 
cables in codes which* may be private, or public (e.g, 
Bentley’s) . 
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Whether the exporter should quote the prices of the 
goods in his own currency or in that of the importer is de- 
cided ’by reference to the terms of the enquiry, the cir- 
cumstances of each particular case, and the trade usages 
of the two countries. 

Terms used in quoting prices. — ^The principal terms 
used with reference to prices are explained below: — 

F.A.S. — (Free Alongside Ship) signifies that the seller 
pays all the charges upon the goods till they reach the 
ship’s^ side, when the buyer must attend to their being 
placed on board and pay the cost of slinging. 

» F.O.B. — (Free On Board) means that the price includes 
the cost of the goods, the packing charges, carriage to the 
docks and dock charges, that is to say, the seller puts the 
goods on board free of all expense to the buyer, who pays 
the freight. 

C. & F. — (Cost and Freight) means that the price 
covers the cost of the goods, shipping charges and freight, 
in fact, all charges to the port of destination, with the ex- 
ception of the cost of marine insurance. 

• C.I.F. — (Cost, Insurance, Freight) means that the price 
covers the cost of the goods, shipping charges, freight and 
cost of insurance. 

FrancoT Kendhi or Free, generally means C.I.F. plus 
foreign import duty and the cost of conveyance from 
the ship’s side to the address of the buyer. 

Ex-Ship. — Means that the goods are sold free out of 
the ship and that the buyer must pay all charges for their 
conveyance thence. 

The Order or Indent. — If the importer accepts the quo- 
tation he may send by cable or mail his order or indent 
for the goods. The indent usually contains full particu- 
lars of (a) the goods required, i.e., their quality, quantity, 
size, etc., (b) their price, (c) how they should be packed, 
(d) the time by which they should be shipped, (e) whether' 
tl\ey should be insured or not, and (f) how the price of the 
should be recovired. 
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If the exporter is a manufacturer or a merchant, the 
indent he will receive from the importer will ask him to; 
ship to the importer the goods ordered (see letter No. 7). 
But the exporter may be the importer’s buying agent. In 
that case the indent will ask him to buy for the importer 
the goods ordered and ship them to him. An indent in 
which the price of the goods is fixed by the importer is 
called a ‘Closed Indent’. One in v/hich the option of select- 
ing the goods or of fixing their price is given to the buying 
agent is called an ‘Open Indent’. 

It may happen that the price mentioned by the im- 
porter in the indent is not acceptable to the exportef. 
In that case the latter can make a counter offer, i.e., state 
the price at which he is prepared to sell the goods. The 
offer may pass forwards and backwards several times be- 
fore it is finally accepted, in whicn case what is called a 
‘Confirmatory Indent’ is sent by the importer to the ex- 
porter. After an indent is finally accepted by the ex- 
porter, arrangements will be made by him for the ship- 
ment of the goods. Nowadays the making of offers and 
counter offers, dere.-ibed above, is often done by means uf 
cablegrams. 

Shipping the Goods. — On receipt of the indent the ex- 
porter proceeds to execute it. He procures tho''goods and 
arranges for then- packing and shipment acc jrding to the- 
instructions of ilie importer. After the goods have been 
.chipped he forwards to the importer shipping dociucer-ts, 
such as the Invoice, Bill of I«sdihg, Insurance Bolicy, Qgr- 
tificate of. jOrigin etc., either directly or through a bank.. 

Securing the Goods from the Ship.^ — ^After the importer 
gets the shipping documents that entitle him to take de- 
livery of the goods shipped to him, he waits for the arrival 
of the ship carrying them. On learning of its aiTival, he ^ 
ihakes arrangements for taking delivery of the goods from 
the customs house in whose custody they lie after they are 
imloaded from the ship. He has to undergo certain cus- 
toms and other formalities before the goods are releas^i 
to him. He : has first to obtain » endorsement :fdr- 
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delivery on the Bill of Lading from the shipping 
company or its agents. Then he has to fill in three copies 
of the Bill of Entry forms, obtainable from the Customs 
OMce. He has also to fill in duplicate another form called 
Application to Import and present it at the Landing and 
Shipping Dues Office, where, on payment of the dock 
charges, he will be returned one copy of the Application 
to Import. He then proceeds to present the same and the 
three copies of the Bill of Entry at the Customs Office, 
which examines them carefully and if it finds them in 
order, alLjWs the exporter to take away the ‘free goods’. 
I^the goods are ‘dutiable’, the in.porter must pay the im- 
port duty before the goods can be released.* 

Bonded Warehouses. — In case the importer is not in 
immediate need of the dutiable goods imported by him or 
has the intention of re-exporting them, he can, without 
payment of the import duty, have them stored in ware- 
houses owned by the Government called ‘Bonded Ware- 
houses’. When goods lie in such a warehouse they may 
be inspected, handled, sampled, etc., by the owner. They 
njay be removed from it wholly or in parts on payment of 
duty on the quantity removed. 

Clearing Agents. — The customs formalities referred to 
above are j-ather^ complicated and many importers find it 
troublesome to go through them. They, therefore, engage 
the services of a class of mercantile agents known as Clear- 
ing Agents, who do the work of clearing the goods from 
the customs for the importers at a small charge for the 
service. 

* For a detailed description of the customs formalities the reader Is 
referred to Blodem Business Methods by Bahi and Dhongde. ) 
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L Lelte) of Enquiry, 

PAEEKH AND SONS 

49, Apollo Stkoet, 
Bombay, 1. 

x\Iessrs. Wingfield & Co., Ltd., 31st March, 1938. 

High Street, 

Sydney (N.S.W.). 

AUSTRALIA. 

Dear Sirs, 

Mr. Marcus Lanworth, the Trade Commissioner in 
India for the Australian Government, has recommended 
to us your firm as manufacturers of high grade paints and 
enamels. He has also sent us your catalogue and whole- 
sale price-list with sample tins of some of your products. 
It is stated in your price-list that special prices will be 
quoted for large orders. We shall, therefore, be glad to 
receive your quotations for 500 gallons of Velvina water 
paints and 750 gallons of Veloxa anti-corrosive enamel. 

It afiords us great pleasure to be in a position to say 
that our house is one of the largest importers of pSints and 
enamels in this country, and that, therefore, we are in®a 
position to place large and repeated orders with your com- 
pany, in case your prices are competitive, and your goods 
satisfactory. • 

We would refer you for information respecting our 
business integrity and financial position to the following 
firms with whom we have had business relations for over 
twelve years: 

(1) Messrs. Langford and Co., Ltd., 

East Street, Melbourne. 

(2) Messrs. Jardine and Sons, 

Kent Street, Sydney. 

Our bankers are the National Bank of India, Ltd., 
Esplanade Road, Bombay. 

Awaiting your reply by Air Mail, 

We are, 

Yours faithfully, , 
Parekh & Sons. 

r 
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2. Letter TaMn§ up a Meference. 

’WINGFIELD AND COMPANY, LIMITED 


High Street, 
Sydney. 


8lh April, 1936. 


Messrs. Jardine and Sons., 
Kent Street, 

SYDNEY. 


Dear Sirs, 

Messrs. Parekh and Sons, 49, Apollo Street, Bombay 
(India) wish to enter into business relations with us and 
have given your name as a reference. 

We should, therefore, be obliged if you would give us, 
ih confidence, your opinion regarding their business repu- 
tation. Would you consider it safe on our part to extend 
them credit for £1,000/-? 


Yours faithfully, 
per pro, Wingfield & Co., Ltd., 
E. Edwards, 
Manager. 
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' 3. Reply to the preceding letter. 

JAEDINE AND SONS 


Kent Street, 
Sydney. 

9th April, 1936. 


Messrs. Wingfield & Co., Ltd., 
High Street, 

SYDNEY. 


Dear Sirs, 

In reply to your enquiry dated yesterday concerning 
Messrs. Parekh and Sons of Apollo Street, Bombay, we 
have pleasure in informing you that our business relations 
with them have extended over the last twelve years and 
we have always found them straightforward and reliable. 
We have never hesitated to allow them credit considerably 
in excess of the amount mentioned by you and they have 
never given us cause to think that our confidence in them 
was misplaced. 


Yours faithfully, 
Jardine & Sons. 
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4. Reply to an enquiry enclosing a ‘Pro forma’ Invoice, 

the BKITISH X¥L0NITE company, limited 

Manufacturers of Plastics 

Telephone: Larkwood 2345. Hale End, 

Telegrams: XYLONITE, London, E. 4. 

20th June, 1938. 


Messrs, Mahudawala Bros., 
I§Jmq Building, 

Bapu Khote Street, 
BOMBAY, 3. 


Dear Sirs, 

We thank you for your letter of the 4th inst. and have 
pleasure in sending you under separate cover a copy of 
our general illustrated catalogue. We have also included a 
list of quantity prices for certain articles, including tooth 
brushes, when ordered in quantities of not less than one 
gross per pattern. The prices shown are subject to dis- 
counts of 33 1/3% and 20% for wholesale quantities, deli- 
very free Londo*!, packing charges extra, with 2-J% dis- 
count for cash with order, or, if preferred, 25% deposit with 
order, the balance to be collected against delivery in your 
town. 

We shall be pleased to stamp your tooth brushes in 
gilt with your name without extra charge for reasonable 
quantities. In the case of a fancy stamp, however, we 
•would charge the cost of the necessary brass die. 

We have enclosed our pro forma invoice for the arti- 
cles of which you ■yrould like to have samples, and if you 
will be good enough to send us your remittance, we shall 
be pleased to forward these goods direct to your address. 

Yours faithfully,, 
John Brown, 

Catalogue Department (Export). 
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5. ‘Pro formal Invoice. 

Telegrams: XYLONITE. Telephone: Larkwood 234 

(8 lines) 

THE BRITISH XYLONITE COMPANY. LIMITED 
Hale End, London, E.4. 

CATALOGUE DEPARTMENT. 

Sold to 

Messrs. jMiiliudawala Bros., 

Ishaq Buildincr. 

Bapii Khote uStreet, 

BO-MBAY. ^ 



# €. O. B. Nett* 
i « 
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6, Letter enclosing a Postal Order for Samples. 

MAHUDAWALA BUOTHESS. 


Ishaq Building. 
Bapu Khote Street, 
Bombay, S. 

4th August, 1938. 


The, British Xylonite Co., Ltd,, 
Hale End, 

LONDON, E.4. 


Dear Sirs, 

We thank you for your letter of the 20th June enclosing 
a pro foTTOa invoice for the samples of Xylonite tooth 
brushes. 

We enclose a British Postal Order for 2s. 6d,, being the 
‘amount of the pro forma invo'ice. Please arrange to send 
the samples at your earliest convenience. 

Afte? exarsining the samples we hope to place a fairly 
large order with you. 

Yours faithfully, 
Mahudawala Bros. 
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Letter Ordering Goods. 

MAHUDAWALA BROTHEES. 


Ishaq Bhilding, 

Bapu Khote Street, 
Bombay, 3. 

15th September, 1938. 


The British Xylonite Co., Ltd., 
Hale End, 

LONDON, E.4. 


Dear Sirs, 

We are in receipt of your parcel containing samples of 
Xylonite tooth brushes. We have examined the same and 
have pleasure in placing the following order. 


No. 1251 4 Gross @ 12/- per doz. 

£- 

28 

16 

0 

No. 1252 8 Gross @ 6/- per doz. 

£ 

28 

16 

0 

No. 1209 4 Gross @ 3/6 per doz. 

£ 

8 

8 

0 


^ £ 

n 

66 

0 

0 

Less 33|- % 

£ 

22 

0 

0 


£’ 

44: 

0 

0 

Less 20% 


8 

16 

0 


, £ 

35 

4 

0 


As per terms mentioned in your letter of the 20th 
June, 1938, we enclose a sterling draft for £8-16-0 on the 
Lloyds Bank, Ltd., London, We would request you to get 
the words ‘Specially MadeLor Mahudawala & Bros’ stamp- 
ed in gold on each tooth brush. ^ 
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Mark & Numfeer: The package should be marked as 
under. 



Bombay 


Packing; We have noted your remark regarding the 
oxtra charge for packing cases. We hope, however, that 
in vim of the large order, you will not insist on charging 
us extra for the packing cases. 

Payment: Please draw on us for the balance a D/P 
Bill through your bankers, and we shall be pleased to 
honour it on presentation. 

Shipment: We shall thank you to ship the goods by 
the first available steamer. 

: Insurance: The goods need not be insured as we have 
insured them at this end. , 

Yours faithfully, 
Mahudawala Bros. 
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8. Letter Acknozdedging Receipt of an Order. 

THE BMTISH XYLO-NITE COMPANY, LIMITED 
Manufacturers of Plastics 


Telephone: Larkwood 2345. 
Telegrams: XYLONITE. 


Hale End, 
London, E. C. 2. 
1st October, 1938. 


Messrs. Mahudawala Bros., 
Ishaq Building, 

Bapu Khote Street, 
BOMBAY, 3. 


Dear Sirs, 

We have received your order dated the 15th Septem- 
ber, 1938, for 16 gross assorted Xylonite tooth brushes, 
together with your draft for £8-16-0, for which we thank 
you. 

We have noted your instructions as to marking, pay- 
ment, and shipment, and have decided as a special case not 
to charge you extra for packing. • • 

The goods will be shipped per s.s. Hawalpiiidi, sche- 
duled to leave London on the 15th October. We shall ad- 
vise shipment in due course. 

Yours faithfully, 

The British Xylonite Co., Ltd., 
W. Thompson, 
Export Manager. 
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9, Letter intimating the Execution of the Order. 


THE BEITISH XYLONITE COMPANY, LIMITED 


Telephone: Larkwood 2345. 
Telegrams: XYLONITE. 


Hale End, 

London, E. 4. 

6th October, 1945. 


Messrs. Mahudawala Bros., 
Ishaq Building, 

Bapu Khote Street, 

Bombay, 3. 


Dear Sirs, 

In continuation of our letter dated the 1st October, we 
have pleasure in informing you that we have shipped one 
case containing assorted Xylonite tooth brushes per s.s. 
Rawalpindi, which left London on the 5th instant. We 
trust that the goods will reach you in good condition. 

According to your instructions, we have this day nego- 
tiated a sight bijl for £26-8-0 through the Mercahtile 
Bank of India, Ltd. We trust you will honour it on pre- 
sentation, and take delivery of the shipping documents, 
viz.. Bill of Lading, Invoice and Certificate of Origin. 

Awaiting your further commands, 


We are, 

Yours faithfully, 
The British Xylonite Co., Ltd., 
W. Thompson, 
Export Manager. 
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10. An Indent 

r 

INDENT No. 895. 

From : To : 

Messrs. Devjce Canjee & Co., The New India Trading Co., 
165, Chakla Street, Lohar Street, 

Bomba3-. Bombay, 2 . 

Dated 14th October, 1936. 

Dear Sirs, 

Please supply or order, subject to the conditions print- 
ed on the reverse hereof, entirely on my/our account, the 
undermentioned goods upon the terms stated below: — 

Description: Niliko Veneer Fancy Boards. 

Quantity: One case co-ntaining 18 pieces of Fancy 
Boards, size 3’ x 6’ x 6 mm. as per S/No. 52118 and 18 pieces 
of Fancy Boards, size 3’ x 6’ x 6 mm. as per S/No. 52119. * 

Quality: As per samples mentioned above, but a de- 
viation in colour, finish and quality to th^ extent of 5 p.c. 
allowed. , 

Price: Annas 7 per sq. ft. c.i.f.c.i. Bombay Harbour. 

Shipment: In one lot, not later than the 1st January, 
1937. 

Yours faithfully, 
bevjee Canjee & Co, 

\ TERMS OF BUSINESS AND GENERAE CONDITIONS.': ' 

1. Prices :---An prices and quotations are subject to alteration withowl: 

notice/, ' ' , ' , , ' ■ ; ■ ' ■ ^ 

/2. : 'Date of in 'eyery.'easo^to ia 'oar: 

powtt io'ensiire ''deHtery' 'Of ^bods about :tbe time meatioded by m^' Mt' #'e: 
distinctly, decline,', any ' 'responsibility m respect '^of mj "loss'' nr 'damage^: diwet: 
^indlrectv', occasioned by 'any /'means, tbrongb 'delayed d^bvery* and in no 
shall , delay :be.a' ,gronnd for rejeeting.goodsf' ^ ^ - 
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3. Temis of Payment Unless otherwise specially arranged^ our 
terms ,^of payment are a deposit of approximately one-third of gross the value 
of order to be paid at the time of placing the order, and the balance in Ml 
to be paid on presentation of our Invoices, or before handing over relative 
Documents or Delivery Orders, as the case may be. The method of payment 
arranged for an ^ order shall apply pro-rata to any goods ariHing in part of 
such order. In all cases the deposited amount is repayable only at the com- 
pletion of order. 

4. Risk in Transit: — ^Every care is taken in respect of the goods 
ordered through us, but we do not hold ourselves responsible, or In any 
way liable for damage, breakages, or pilferage, etc., which may occur iii 
transit from any cause whatsoever. 

5. Confirmation of Orders All indents booked by us are subject to 
subsequent confirmation in writing by us. Indents once placed mth us 
cannot, in any event, be cancelled by you without our express consent in 
i^riting. 

6. Orders through Agents, etc. All orders placed with travellers, 
commission agents and others, whether in our employ or not, are subject to 
acceptance by oui Head Office at Bombay. 

7- Contracts : — ^All contracts for the supply of goods shall be as between 
principal and principal, notwithstanding anything in the contract. 

8. General Lien We shall be entitled to a general lien on the goods 
in our possession under each contract for ail moneys for the time being due 
to us by the buyer both under the same contract and/or on any other account 
and shall also be entitled to apply any moneys in our hands under any con- 
tract to moneys due to us under any other contract or contracts. 

9. |)isputes In case of any dispute in respect of this order, the matter 
shall be referred, at our option, to the Indian Merchants’ Chamber, whose 
decision shall be hnal* 

K 
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1 1. Letter intimating the Forwarding of the Indent. 

r- 

NEW INDIA TRADING CO. 


Lohar Street, 
Bombay, 2. 

! ' . 15th October, 1936. 

Messrs. Devjee Canjee & Co., 

165, Chakla Street, 

BOMBAY. 


Dear Sirs, 

We have booked your indent No. 895 of the 14th 
October, 1936 and have forwarded it to our friends in 
Kobe. We shall inform you on hearing from them of its 
acceptance. 

r 

Yours faithfully, 
New India Trading Cfimpany, 

A. B. Aga. 
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12. Placed Eeport, 


Telegraphic Address : 
‘TIMJEE” KOBE 


. Placed Report 


VASUNIA & Co. 
Exporters & Importers. 
KOBE* JAPAN. 


No. 47980 


P. O. Box No. 26S 
Sanaomiya. 

KOBE, 8-12-1936 


Branches : 

Siiaisgtoi- Hongkong, 
Oanton. 


m Messrs. New India Trading Co., order of 

M/S Devjee Canjee & Co., Bombay. 


Dear Sirs, 

We are glad to report that we have placed the foliowiag goods on your 
account and risk as per your Indent No. 895 dated 14-10-1936. Thanking 
you in anticipation of your further esteemed favours, 

"We are, Dear Sirs, 

Yours faithfully, 
Vasunia & Co. 


^ This business is booked in accordance with our terms and conditions 
accepted and confirmed by our Agents, through whom the orders are received. 

Any dispute or complaint shoidd be made within 80 days after landing 
of the goods. Complaints made later than 30 days after landing will not be 
recognised. 



Qui 

mtity. 

Description of 
Goods. 


Price 



JUicienii 

■ No. 

Cases 

Contents in 
each ease. 

Hs. 

As. 

Ps. 

Per 

895 ; 



Nikko Veneer Fancy 
Boards 






T' 

18 pcs. 

3' X 6' X 6mra. 

S. No. 52118 






»> 

.f9 

„ 52119 

' @ Bs.; 

0 

' "7 

0 : 

s'q. ft. 



#, 

Shipment ; January 

Cabled bn 4-12-36 
N,B. You have stipulated 
one case for 36 pcs. 
but they will be’*sup- 
;^Iied '■ in two cases as 
they cannot be packed 
^ ^ 'properly in^one case. , 
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IS. Letter intimating Acceptance of Order. 

NEW INDIA TRADING CO. 


Lohab. Stkeet, 
Bombay, 2. 

7th December, 1936. 


Messrs. Devjee Canjee & Co., 
165, Chakla Street, 

BOMBAY. 


Dear Sirs, 

Re Your Indent No. 895 for Nikko Veneer 
Fancy Boards. 


We have the pleasure xo inform you that your Indent 
No. 895 for Nikko Veneer Fancy Boards has been accepted 
by our friends in Kobe, They inform us that the goods 
will be shipped in due course. 

We thank you for your order and await further com- 
mands. 

Yours faithfully, : 
New India Trading Company, 

■ ,A. B. Aga. 
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14. Letter intimating the Execution of the Order. 

VASUNIA AND COMPANY. 


P. O. Box No. 268, 
Sannomiya, 

Kobe. 

. 24th December, 1936. 

Messrs. Devjee Canjee & Co., 

165, Chakla Street, 

BOMBAY. 


Dear Sirs, 

We have t,ow the pleasure to enclose Invoice of Goods, 
valued Rs. 283/8/-, shipped on your account by s s. Celebes 
Maru as per your Indent No. 895, through New India Trad- 
ing Co., Bombay. We trust the goods will meet with your 
approval. 


Against* this Shipment we have drawn on you at 60 
d/sight through the Federlandsch Indische Handelsbank 
and commend oiir draft to your protection. 

Yours faithfully, 
Vasunia & Co. 
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15. The Invoice. 


TsiegrapMe 
‘‘LIMJEE’* KOBE. 

VASIJNIA & Co., 

Exporters & Importers* 

KOBE, JAPAN. 2^0. 11574 

Branches : 

SMangfeai-Honglsoii^ 

Gatitoa. 


r. e. 801 Mi, 2S8SlM0iITA 

Kobe^ Dec. 24, 19:'56, 
JAPAN. 


f it&Bia of 


Two (2) Packages merchandise shipped 


by the undersigned per S. S. Celebes Maeu from Kobe to 
Bombay on account and risk of Messrs. Devjee Canjee & Co., 


Bombay Indent No. 895. Cable Indented by Messrs. 


NEW INDIA TRADING CO. 


1 

Case Marked 

Nos.' 

— . — — — ^ 1 

Description ! 

Amount 



, -f *' 

Rs. 

jAs. 

1 

i 

NITCO 

805 


No. A: 

Nikko Veener Fancy Boards 

1 Case 18 Pcs S' x 6^ x 6 mra, S/ No. 

52118 

1 „ 18 „ S' x6' x6 „ „ 52110 




No. 2 





■ 2, Cases Total S6 Pcs. 

: ' L. e. 648 'Square feet 

Re. 0-7-0 per square foot c.i.f.ci. 

Es.' 288 

' 8 



Rupees Two hundred Eighty Three 
&; Annas Eight only. 





Free Bombay harbour 





■Vasunia & Co., 




E. ■& -O. ,E. : ' ' „ ■ 

' ' 'f' ' ' , ■ ' ■' ’ ■ ' ' ■ ' '' ' 

' Ho/ciasm'mrespeet'Of^goodsmvoicedliere.willberecogoised 

of the goods ' being landed^ at the port of destination. ^ ' ■, ^ 

' are^ not Tesponsibie for feeakage' and leakage.' ' ' 

'' AH ^ineial'goo&insined agaiMt' ‘‘Hnst;’*' f; ^ ^ '''//'-A'::',,:;' 
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VASUNIA 4& Co. 

KOBE. JAPAN. 
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Messrs. New India Tradmg Co., 
Lohar Street, Bombay. 
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B/L 264 

17. Bill of Lading. 

OSAKA SHOSEN KAISHA 

From KOBE To BOMBAY 

SKIPPED, in apparent good order and condition, except as noted hereon, 
by "AhlSUNIA & CO., on board the Osaka Shosen Kaisha’s vessel '‘CELEBES 

hlASl?’, orchaitered vessel ‘‘ d' und^r Japanese 

flaw, coiuinandcd by K, Matsiioka for the present voyage or v/iioiiisoever 
else may be placed in command, at Kobe, with liberty to delay sailing, to 
deviate for the purpose of saving or attempting to save life or property, to 
call at any ports or places, once or oftener, in or out of, or beyond, the custo- 
mary or advertised route, in any order, forward or backward, fo” discharging 
and/or receiving goods, fuel, passengers, and/or mails and/or other necessary 
supplies (cither for the present or return voyage) and/or for any other pu^ose 
whatsoever, for dry-docking with or without the cargo on board, to sail%ith 
or without pilots, to tow or be towed, and/or to assist vessels in all situations : 
Total Two (2) Cases only 


being marked and numbered as below, and to be delivered over the ship’s 
side when and wdiere the ship’s responsibility shall cease, in like good order 
and condition, at the port of Bombay, or so near thereto as the ship may 
safely get, unto Order or to his, its, or their assigns, (Party lo be notified 

) subject to the exceptions and conditions 

mentioned on the face and on the back hereof. 

Freight for the said goods and primage, if any, to be paid by the shipper 
in advance, on delivery of the bill of lading, in cash without discount, or at 
destination by the consignee, as may be agreed upon and deelaj'ed as below* 
Freight and primage, if any, paid in advance, or payable at destination, 
to be considered as earned whether the Ship or Goods be lost or not losjJ; at 
any stage of the entire transit. 


Marks & Numbers 

Weight 

Measurement 

Value 

Kate 

m 

Freight 

NITCO 

Veneer 

Board 

1 

25 o.f. 

f 

Prepaid 


895 

Bombay 

1/2 2 Cases 

CoHeefc j 



IN WITNESS whereof the Agent or Master of the said ship has signed 
Two (2) Bills of Lading all of this tenor and date one of which being accomp- 
lished, the others to stand ypid* 

Dated at Kobe the 25th day of December, ^ ^ 

For Master. * ^ 




IMPORT TRADE CORRESPONDENCE 


207 


The following are some of the conditions and exceptions referred to on 

the face of this Bill of Lading ; — 

1. Contents, quality and value unknown and the ship and/or carric- 
are not r^ponsible for weight, measurement, gauge, speeifleatioiis, brands 
eounterm&ks, numbers, or declaration or description of Wents of packages! 

2. Neither the ship nor the carrier shall be responsible for loss of or 
damage to or m connection with goods arising or resulting from an act 
God, perils, dangers.of accidents of the sea or other navigable rvaters war" 
acts of war or of enemies, contact with mines or other engines of war arrccf 
or restraint of princes, rulers, or peoples, seizure under "legal process " civil 
commotion, any act or default of the Suez or Panama Canal autliorities 
strikes, locKouts, stoppage or restraint of labour from whatever cause whether 
partial or general, sabotage or other labour disturbances, combinations of 
workmen or others, whether ashore or afloat, desertion of mariners workmen 
or labourers, barratry, misfeasance, embezzlement, risk of licrhter or craft or 
of transhipment, collision, stranding, touching, wreck, quarantine, epidemics 
mobs, riots, pirates, robbers, thieves or pilferers bv land or water rising or 
mutiny among passengers and/or crew, jettison, fumigation, or the c!)nseauen. 
ces ofteny act or omission of the shipper and/or owner of the goods, his aWnt 
or representative, rain, water of any Idnd, spray, snow, frost, ice, climatic 
effects, chemical action, fermentation, change of character, mould mildeiv 
dampness, evaporation, liquefaction, rust, decay, rotting, outward soiling of 
package, stain, county damage, injury caused by other cargo in contact and/or 
smell trom other goods, dust, coal dust, fuel oil, vermin, rats, wastage in bulk 
or weight, or any other loss or damage arising from inherent defect quality 
or vice of tlie goods, insufficiency of packing, inaccuracy, obliteration? insuf- 
limency, inadequacy or absence of marks, numbers, addresses and description 


^ -"r — ufsiiuiiiff, cracMnfi*, 

checking, sphttmg, hook-holes, ehafage, shrinkage, heat, heating, fire or water 
on board, in hi^lk, in craft or on wharf and/or on shore, coUapse or destruction 
of or damage to \yharf, pier and/or their coverings, explosion, loss or damage 
from machinery boilers or steam, however caused, latent or other defers 
prior to or at the time of shipment or the beginning of or during the voyage 
or otherwise m hull, tackle, boilers or machinery or their appurtenances' not 
discoverable by due diligence, error in judgment, negligence or default of 
pilot, master, officers, engineers, crew, stevedores or other persons in the 
■ service of the ship«,nd/or garrier whether in the navigation or in the manage- 
meiit of ibeisMp or otlieTOise., ■ ' ^ ^ 


S. The vessel shall have the libertjr to comply with any orders or direc- 

tions as to employment, departure, arrival, routes, ports of call, stoppac^e. 
requisition or otherwise howsoever given by any Government or any Depart- 
ment thereof, or any person acting or purporting to act with the authority 
of a Government or of any Department thereof, or by any Committee or 
person having the right to give such orders or directions, and if hy reason 
of and in compliance with any such, orders or directions, anything is done 
or is not done, the same shaU not be deemed a deviation, nor shall the vessel 
and/or carrier be responsible for any loss, damage, e-xpenses and/or delay in 
deliyety resulting either directly or indirectly therefrom. 

— 4, Gooite in the custom-house, warehouse or godown, or in lighter or 
craft, or 00 : wharf or pier before loading on, or after discharge from the vessel 
are atihe mk of the shipper; consignee and/or owner thereof, mid neither the 
vessel nor the earner shall be responsible for loss of or damage to such goods 
in,au3r,.riUE0]umatances.' ■' 

[Rematamg aanses of the BiU of Lading have been with^^ 
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To Pay Average Irrespective of Percentage. 

It is hereby agreed that this Policy covers the risk of Theft and/or 
Pilferage irrespective of percentage. Nonliability for loss to attiieli here to 
unless notice of survey lias been given to Underwriters’ Agents rvitliin ten days 
of the espiiy of risk under the policy. 

It is hereby agreed that this Policy covers the risk of Non-Bdiveiy of an 
entire package for which the liability of the Ship-uwiicr.or other Carrier is 
limited, reduced or negatived by the contract of carriage by reason of the 
value of the goods. 

Underwriters to be entitled to any amount recovered from the Carriers 
or others in respect of such losses (less cost of recovery if any) up to the amount 
paid by them in respect of the loss. 

Including risk of damage caused by Freshwater. 

On goods liable to trust 

Including risk of damage by Ru.st from any externa! cause arisiijg during 
transportation between the points of shipment and destination named herein! 

Warranted free of any daim arising from Breakage and Leakage. 

The risks covered by this Policy attach from the lime the goods leavtfthe 
shipper’s w'arehouse (or become at shipper’s risk if de.spatchcd direct from 
manufacturer’s warehouse to Hatoba) at port of shipment unle.ss otherwise 
stated, and continue during the ordinary course of transit, including customary 
transhipment if any, until the goods are safely deposited in the consigwe^s 
or other warehouse at the destination named in the Policy or until the ex|)iry 
of thirty (80) days from midnight of the day on which the discharge of the 
goods hereby insured from the overseas vessel is completed xvhiehever may 
first occur. ^ V 

When the destination to which the goods are insured is without the limits 
of the port of discharge of the overseas vessel the risks covered by this Polity ' 
continue until the goods are safely deposited in the consignee’s or other ware- 
house at the destination named in the Policy or until the exj^ry of thirty 
(30) days from midnight of the day on which the discharge of the goods hereby 
insured from the overseas vessel is completed, whichever may first occur. 

Transhipment if any, otherwise than ais above, and/or delay arising fern 
circumstances beyond the control of tlic assured, held covered at a premium 
to be arranged. : 

Held covered at a premium to be arranged in case of deviation or change 
of voyage, or other variation of the risk, by reasoikof the*exercise of any ' 
liberty granted to the shipowner or diarterer under the contract of affreight- 
ment, or of any omission or error in the deserij»tioti of the interest vessel or 
voyage. ■ • , / ' ■ ' ■ 

Including risk by LIGHTERS between ports in Osaka Bay, if declared. 

With all liberties as per Bill of Lading and the right of the assured to ' 
recover under this Policy not to be prejudiced by the “ Negligence Clause” 
if inserted in BiH' of Lading. v 

Warranted free of any claim arising from delay, deterioration consequent 
upon delay, or loss of market, whether arising from a peril covered by the' : : 
policy or otherwise. 
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W. Letter intimaiing Arrived of the Shipment. 

'NEW INDIA TRADING €0, 


Lohae Steeet, 
Bombay, 2, 

2nd January, 1937. 


Messrs. Devjee Canjee & Co., 
165, Clhakla Street, 

BOMBAY. 


Dear Sirs, 

Re Your Indent No. 895 dated 14th Oct., 1936. 


We understand from the local agents of the Osaka 
Shosen _ Kaisha that their steamship Celebes Mara by 
which thh goods of the above Indent are shipped is due in 
Bombay harbour on the 5th inst. Please, therefore, await 
the arrival of the steamer which will be notified in the 
newspapers, and arrange to take delivery of the goods. 

Yours faithfully. 
New India Trading Company, 
A, B. Aga. 
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iO. Letter from th£ Bank regarding Payment of Draft. 

NEDERLANDSCH INDISCHE HANDELSBANK kv. 
(Established at Amsterdam) 


P. 0. Box 876, 
Bombay. 

27th January, 1937. 

Messrs. Devjee Canjee & Co., 

165, Chakla Street, ^ 

BOMBAY. 


Bear Sirs, 

Re Our B/C No. 18/41 for Rs. 283/8 due on 
22-3-37 relating to 2 packages Merchandise 
per s.s. “Celebes Maru” already arrived.. 


With reference to the above draft please let us know 
per return, whether you want us to clear and store the re- 
lative goods. 

' 

Please remit Rs.' 90/- as margin, if the goods are to be 
cleared and stored in a Duty-Paid Warehouse, 

If no reply or payment is received Within three days 
we shall have the goods cleared and stored in Bond. 

Yours faithfully, 
Joseph Martin, 
Manager.' 



CHAPTER XIV 


EXPORT TRADE CORRESPONDENCE 

Introduction. — ^As stated in the previous chapter a 
large bulk of our exports consists of raw materials and 
foodstuffs. The importance of India’s export trade can be 
seen from the fact that in the year 1940 the total value of 
our exports was about Rs. 186 crores. 

Like import trade, export trade may be direct, i.e., 
between the exporter and the importer trading as princi- 
pals, or indirect, i.e., through intermediaries or agents cor- 
responding to those engaged in the import trade, discussed 
in the previous chapter, for the import trade of one country 
is the export trade of other countries. 

Exports against Orders or on Consignment-Exports 
of manufactured goods are made chiefly against orders re- 
ceived from abroad. Exports of raw materials and food- 
stuffs are, however, made both against orders and on a 
consignment basis. When the goods are sent on consign- 
ment, the consignee in the foreign country acts as an agent 
of the Indian consignor and sells the goods on behalf of his 
principal a? the best prices available and remits the pro- 
ceeds, less his expenses and commission, to the consignor. 
The goods do not become the property of the consignee, 
and his only interest in them is to arrange for their sale 
and earn a commission for his services. 

As the exporting of goods involves an elaborate pro- 
cedure we propose to trace it briefly below: 

Receiving an Order. — ^The first stage is the receipt 
by the reporter from the foreign importer or his agent an 
order which contains particulars of the goods to be sent, 
their packing, the marks and numbers to be put on the 
cases, the time for shipment, instructions regarding insur- 
ance and the method by which the exporter is to recover 
the amount of the invoice. 
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Packing and Marking.— The next stage is the collec- 
tion of the goods ordered and their packing and marking 
according to the instructions contained in the order. Spe- 
cial attention has to be paid to packing for export as the 
goods are liable to damage by sea water and other ‘perils 
of the sea’ during transit and also because shipping com- 
panies charge freight not merely on the basis of weight 
but also on the basis of volume. This being so, the maxi- 
mum quantity of goods should be packed in the minimum 
of space, consistent with safety. After the goods are, pack- 
ed in cases or bales, the latter have to be marked and num- 
bered. One of the objects of marking and numbering 
them is to enable the importer or his agent to find out easi- 
ly the cases meant for him from other cargo unloaded by 
the steamer. The usual method of marking is to put a 
geometrical figure such as a triangle or a square on the 
case, add the initials of the importer, and the name of the 
port of destination as shown in letter No. 7 .at the end of 
the previous chapter. 

Obtaining of Freight and Shipping Order.— The ex- 
jjort^mext proceeds to obtain quotations of freight audio 
.selq/R*the steamer by which it will be in his interest to 
ship th^* goods. After this ’S done he obtains from the 
shipping company a document called thp Shij^ing Order, 
which is an order by the shipping ccT;ipany or their agents 
10 the captain of the ship to receive on board the steamer 
the goods mentioned in the order 

Customs formalities.— After the exporter has got the 
packages marked and numbered, he is required to go 
through certain customs rfdrmalities so that 'the Govern- 
ment may be in full possession of facts regarding the goods 
to be exported. ■ He has to fill in the Application to Export 
Form in duplicate and the Shipping Bill Form in triplicate. 
These , forms, after they are duly filled in, ape presented at 
the Banding and Shipping Dues OKficei where the* ship|rfng 
; dues, if , any, /are; paid. -Gne- copy,' of '.the; Apphckt'ibttvtq 'ESc-*, 
port is retained by the Landing and Shipping Dues' Offfee 
and. the remaining ; docum'ent$, are .returned' to jhe .i^ippeT'^,"'; 
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who afterwards presents them at the customs office. If 
any export duty is payable on the goods, it is collected a^- 
the cu’stoms office, which keeps one copy of the Shipping 
Bill and returns the other papers to the exporter. 

Loading t^e goods. — ^The exporter then arranges to 
send the goods to the docks from where they are to be load- 
ed into the ship. When the goods are entering the dock- 
gates the exporter hands over one copy (the original) o. 
the Shipping Bill to the customs peon at the dock-gate. 
This copy is afterwards used by the customs authorities for 
inspecting the shipment. 

» Obtaining Mate’s Receipt— When the goods are being 
placed on the steamer the exporter or his agent who looks 
after the shipment hands over to the captain of the ship, or 
his assistant, called the Mate, the Shipping Order and the 
Shipping Bill. The Mate, after examining the packages, 
issues a receipt called the Mate’s Receipt. Should the 
Mate be not satisfied with the packing of the goods he 
makes a remark to that effect on the receipt, which in tha. 
case is called a foul or dirty Mate’s Receipt. As the Bill 
of Lading is afterwards prepared on the basis of the Mate s 
Receipt, it is in the interest of the exporter to obtain a 
Clean Mate’s Receipt. > 

Bill of leading.— The exporter then delivers the Mate s 
Receipt to the shipping company, which issues to him, m 
exchange, a Bill of Lading. A Bill of Lading is an official 
receipt for the goods shipped and contains annmdertakmg 

to carry the goods to their destination. The BiU of Lading 

is also a document of title to the goods shipped is 

transferable by . endorsement and. delivery. ^ The ^ , Bill ' , 

Lading is. generally made out in triplicate. ... , .. ... . 

'..rtosurance* — ^As;.,:the customs:' and .ptlier.,' formalities are 
being' gone through the- -exporter may. .instruct 'his, : Insur-. 
ance Company .to 'insure -.the sliipmen|;:,.agamst,..the, usu^ 

perils of the sea and issue un insurance policy (see . aP 

xvni). -..V: '■ ■■. k" 

« Certificate el Origim-Owing td special trade agree- 
* Wnts between eet|ain countries, goods exported from ope 
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triendly country to another are given preferential treat- 
ment in the matter of import duties. If it is desired to 
tahe advantage of such preferential treatment it is neces'- 
saiy for the exporter to obtain a document called Cerlifi- 
f ^ respect of the goods shipped and send it 

■o he importer along with other documents to enable him 
to claim reduction in import duties. 

Invoice.—After having shipped the goods the exporter 
i^oceeds to prepare the invoice pertaining to the goods 
The invoice is a document containing detailed particular^ 
ot the goods shipped, their price and other charges to bo 
recovered from the importer. What charges are recover- 
able from the importer wiU depend upon the terms of the 
sale. For example, if the goods have been sold on Cip' 
basis, the charges for insurance, freight, etc. are not' re- 
coverable from the importer as they are included in th, 
price, and, therefore, not shown in the invoice. If the sale 

IZ ff®' are 

^eparately in the invoice as they are to be recovered from 

- ®^so contains particulars re- 

let weight, the numbers and marks on the packages the 
„ the port of shipment as well as the Srt TiS- 

Securing Payment-After the goods "are shipped the 

f amount of the inVoice 

accordance with terms mutuallv 
following are the usuail methods b- 
wMch the exporter may recover the amount from tho im- 
porter. In order to enable students to understand ciearK- 

A-s P«yablf to 

PoHey, Invoice, Certificate ot k ,^t 
tte^entary Bill, as ft, BUI If aoe^ “S 

by these doouments is now called, ' 
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bank. Suppose A’s bankers are the Mercantile Bank of 
India, Ltd., Bombay. This bank will forward the docu- 
mentary bill to their office in London, which will present 
it to B. If the bill is a D/A (Documents against Accept- 
ance bill, the bank will hand over the shipping docu- 
ments to B on his accepting the bill and retain the bill till 
its maturity. If, however, the bill is a D/P (Documents 
against Payment) bill or a sight draft, the documents will 
be handed over to B on his paying the bill. The amount 
of the bill, when realized, will be credited to the account 
of the Mercantile Bank of India, Ltd., Bombay, who will 
credit the same to the account of A. Under this method 
A has to wait for a considerable time before he can realize 
the amount of the invoice. 

(2) If, however, A wishes to receive the amount of 
the invoice earlier, he can discount his bill with the Mer- 
cantile Bank of India, Ltd., Bombay. In that case he will 
be required to sign a Letter of Hypothecation which will 
authorize the battker to sell the goods in ease of dishonour 
of the bill by B and thus compensate himself for the amount 
advanced to A by discounting his bill. When the bank 
realizes the amount from B, it will be placed to the credit 
of the Bombay Branch of the Mercantile Bank of India, 
Ltd. 

(3) The following is another method by which A can 

secure payment of the amount of the invoice. Before exe- 
cuting the order A may ask B to open a Letter of Credit 
in his favour. In case B agrees to this arrangement^ he 
approaches his bankers in London and requests them to 
instruct their branch or agent in Bombay to issue a Letter 
of Credit in favour of A. This letter will authorize A to 
draw a Bill of Exchange on the banker, who will under- 
take to honour it in caste it is aocorhpanied by the relevant 
shipping documents/ ' Uiider this/arrangemeht A ships the 
goods to B, obtains the necessary shipping documents, and 
dra’^s a Bill of Exchange on the, bank issuing the Letter of 
predit, and hands th|m all over tb their Bombay branch 
dr agteht/ the bill immediately. 
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1. Letter making an Offer. 

EASTEKN EXPOET COMPANY (BOMBAY), LIMITED 


00, Fokbes Street, 
Bombay, 1. 

27th December, 1944. 

The Commodity Agencies, Ltd., 

P.O. Box No. 1711, 

Johannesburg, 

TRANSVAAL. 


Dear Sirs, 

Ee Mirzapur Woollen Flooring Caipets. 

We have sent today, imder separate registered cover, 
samples of Mirzapur Woollen Flooring Carpets, which we 
have had specially prepared from hand-spun woollen yarn 
for trade in your market. The prices of the various quali- 
ties are as follows: — 

1. “Chand” 31 x 22 @ Sh. 21/- per sq. yard. 

2. “Harish” 31 x 18 Sh. 18/- per'sq. yard. 

3. “Ramesh” 3*1 x 14 <§> Sh. 15/- per sq. yard. 

The prices are C.T.F. Durban and include your com- 
mission of 5%. 

The carpets could be made in any design, Chinese, 
oriental, or modem, and in any colour or combination of 
colours. 

With the type samples in your hand, we are sure you 
will be able to book large orders for us. 

Yours faithfully, 

For Eastern Export Co. (Bombay), Ltd,, 

0 A, P. Gupta, • 
Managing Mreetor. 
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2, Letter enelosing an Indent. 

” COMMODITY AGENCIES, LIMITED 


P. 0. Box 1711, 
Johannesburg, 
Transvaal. 

20th March, 1945.- 


Tne Eastern Export Co. (Bombay), Ltd., 
60, Forbes Street, 

BOMBAY. 


Dear Sirs, 

We have received the samples of Mirzapur Woollen Car- 
pets sent by you per registered sample post and have dis- 
cussed your offer with some of our clients. Your prices 
appear to be in line and we have persuaded our friends, 
Messrs. Furniture Enterprises, Ltd., to give us a trial order, 
and are eijclosii^^g our indent No. 3181 covering this tran- 
saction. On receipt of this letter, please let us kncnv whe- 
ther you can accept the order, and if so, the approximate 
time when you can ship the goods so that we may advise 
the buyers accordingly. 

We await an early reply. 


Yours faithfully. 
Commodity Agencies, Ltd., 

* E Judah* 
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3. Indent, 


INDENT No. 3181. 


CoMMODiTV Agknciics, Ltd., 

Johannesburg, 

Transvaal. 

20th March, 184.5, 


Sold on behalf of Messrs. Eastern Export Co. (Bombay), 

I.td., 

60, Forbes Street, Bombay, India. 

To: Messrs. Furniture Enterprise, Ltd., 

156, Anderson Street, Johannesburg. 


Quantity 

and 

Quality 


SMpment 

Price 


Bestination , 
Insurance 

Terms of Pay- „ , 

ment '' ''' ‘ 


Otlter Gonditions 


Appimimiitely 1122 square yards (o\m thoiisimd 
one hundred and twenty two square yards) ‘TlaTi.sh 
Type” carpets in the following sizes : x 2'* 00% ; 
5’ X S’ 2Q% ; 6’ X Ji’ 20%* , In assorted eoioyrs 
Russet, S0% Green, 20% Petunia (^Vipe)» 10% Rose, 
10% Blue, No plains nor 'anf* light shades. Only 
floral designs' and corner sprays". . ' " 

Per first opportunity. 

18/- (Eighteen sMlIings) pet square' yard* British 
Currency C. I., B\T')tirfoan, plus B“ar Eisfe. ' 

Durban. 

To be covered 'by .sellers. War risk 'for buyer’s' 

account. 

' In Johannesburg, nett cash against docurnents at' 

' : ' 'Sight, plus Bank’s cblleeting eliarges. ; ' ' 


Sellers, not responsible 'for tetC' /arrival', of' - doai-" 
mmts/: Freight sale, If ao'y^'' 

■' for; 'buyer’s acco,unt*'' 
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4. Letter phtciii^ an Order iciih <i local Supplier. 

EASTERN EXPORT COMPANY (BOMBAY). LIMITED 


CO, Forbes "beet. 
Fort, Bombay. 

24th April, 1S45. 


Messrs. Hiranand Valiram & Co., 
Carndc Bridge, 

BQMBAY. 3. 


Dear Sirs, 

With reference to the personal talk we had with you, 
we place the following order for Mirzapur Carpets made 
from hand-spun woollen 3 ’arn to be delivered to us before 
the end of June, 1945. 

Quantity; About 1122 Sq. Yards. 

’ Quality: 3.}/18. 


Size, 

Huwt, 

Green. 

Petunia. 

Rose. 

Blue, 

Total pcs. 

vxr 

227 

227 

151 

76 

76 

757 

5 


40 27 

13 

14 

133 

rxjy 

tu 

34 

22 

12 

11 

113 


No plains nor any light shades. Only floral designs 
and corner sprays. 

Price: Rs. 10-2-0 per sq. yard ex-godown, Bombay. 
Packing: The goods, after our inspection and appro- 
val in Bombay, to be packed for shipment abroad at your 
cost. 

Please confirm this as soon as possible. 

Yours faithfully, 

For Eastern Export Co. (Bombay), Ltd., 

A. P. Gupta, 

« , 'Managing Director. 
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•5. Letter Advising Shipment. 

EASTERN EXPORT COMPANY (BOMBAY), LiMklED 


60, Fokbes Stbret, 

BY AIR MAIL. Bombay, 1. 

3rd November, 194.j, 

Messrs. Commodity Agencies, Ltd., 

P.O. Box 1711, 

Johannesburg. 

Dear Sirs, 

Re Indent No. 3181 for Woollen Carpets. 

We beg to advise you that we have shipped 4 bales 
containing carpets measuring 771 sq. yards 2 sq. feet, per 
s.s. “Kutsang” on the 29th October, 1945. A copy of our In- 
voice and a detailed statement of the goods shipped are 
enclosed for your information. The documents are being 
forwarded to the buyers, as usual through our bankers, The 
Chartered Bank of India, Australia and China, Bombay, 
with your name as referee in case of need. 

We wish to inform you further in this connection that 
two bales containing the balance of your order have been 
left on hand as the steamer could not carry any more. We 
shah, ship the remaining two bales by the next available 
steamer. 

We hope your friends will receive the carpets in good 
condition, and approve of them. 

Yours faithfully, 

For Eastern Export Co. (Bombay), Ltd., 

A. P. Gupta, 
Managing Director, 


Enclc»: I Invoice. 

2, Statement 
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6. Invoice {See No, 5), 

JHVOfCE No. 2415 Telegraphic Address 

SHIPMENT No. 2424 ‘'‘GUPTASETH’’ 

BOMBAY. 


Messrs. Furniture Enterprises (Pty) Ltd., 
156, Anderson Street, 
JOHANNESBURG. 


Bought of 

' Eastern Export Co, (Bombay), Ltd,, 

Bombay. 

Shipped per S, S. ‘^Kutsang*' on 29-10-45. 
from Bombay to Durban. 

Indent No. 8181 . 


^ INDIAN WOOLLEN FLOORING CARPETS 

4 Bales. ; Total measurement 771 sq. yds. 2 sq. ft. 

@ Sli. 18/- per sq. yd. C.I.F., Durban. 6942 0 

Pius War Risk Insurance including unlimited 
transhipment on £ 780/- on your account £ 16 0 

£ 6958 0 

E.&O.E. 

Packed in Rope-bound bales with gunny cover. 

' Insurance covered with ' South British Insurance 
Co., Ltd., for £ 780— 0 — 0 (Seven hundred and 
eighty Founds Stg.) against Marine, W. A. and 
. War. / Policy attached. 

Draft No. 1719 for £695/8/*-'(Six^ hundred ninety-/ ' 
hve Pounds and, eight Shillings Stg.) drawn on . 

' ^you: payable on demand against .delivery 'of 
: documents.'',' 

Sold through Messrs. .Commodity- Agencies, Ltd., ''' 

/Johannesburg./' 

For Eastern Export Co, (Bombay), Ltd,, 

'V:; ': ,' ■/¥ ; • ' .'./A-'P/Oupta,; ■' 

, Managing Director. 


Marks : 
HARISH 

JOHANNESBURG 
Via DURBAN 
1/6 


60, Foebes Street, 
Bombay^ 1. 

31st Octobeb, 1945 
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7 Statement {See Nos. 5 and 6). 


Statement contuininff particulars of -t Bales of Imliaii Woolle,. K'i„o,.;„ 
Carpets .sluppod per s. s KUTSANG to Johiuiucsliurg via Da-t.wn! 


Murks. 


JOHANXESBl'HG 
Via DURBAX. 



Size. 

Russet Blue 

Greeo 


Rose 

Res. 

y<ls. 

s. ft, 






nia. 





Bale N(k 1 

4'X2' 

62 

42 

6,i 

46 

IT 

260 

204 

•f 

Bale No, 2 

4^X2' 

0 

28 

60 

67 

41. 





Q'xtr 

14 

4 

16 


■I. 





r/xty 

2 

2 

6 

. . 


1.02 

218 

8 

Bzlc No, ;i , 

4'xr 

86 

6 

80 

0 


180 

105 

6 

Bale No. 4 

4'X2' 

1 


21 

u 

12 





Nx:y. 

67 

12 

26 

•‘5 



1 



O'XS^ 

2 

.. 



♦> 

161 

182 

a#, 


7lli} T7l ' 2 

For Eastern Export Go. (Bombay), l,td, 

A. P. GUPTA, ‘ ' 

^lanugin^ Uimlor. 



CHAPTER XV 


CORRESPONPINCE RELATING TO AGENCIES AND 
COMMERCIAL TRAVELLERS 

J 

IntrodiictioH. — A manufacturer may sell his goods 
direct to the consumer, direct to the retailers, or to retailers 
through wholesalers. He sells them direct to the consu- 
mers- generally by means of the Mail-Order method. His 
approach to wholesalers and retailers is through agents^, 
branches or travelling salesmen. 

Commei'dal Travellers. — ^Travelling salesmen, also' 
called commercial travellers, are salaried employees of 
the manufacturer. They go from place to place in the 
area allotted to them and book orders for his goods. They 
often get, by way of encom’agement to greater effort, a 
cemmission on the basis of their sales in addition to their 
salary. 

Branches.— In an area where the demand for his goods 
is large, the manufacturer may establish a branch manag- 
ed by a Branch Manager and other staff, the entire efforts 
of which are devoted to promoting the sale of his goods. 
One of the''adva«tages of the branch is that it provides the 
buyers in the area with a man on the spot to whom they 
can explain their requirements address their com- 
plaints, and thus encourages them to buy more. The 
drawback of the branch is the expense involved in mainr 
taining it is obvious, therefore, that only a large m^u- 
facturer can afford to have branches, and that even a large 
one may have areas where the demand for his goods is top 
small to justify maintenance of a branchnin such a casd, 
hd. to adoi^ other methods to puslx the, sale of 

&S'''|odds,'^e'nf-W^icIi is,the;;aj^^ 

'may ' repressmt' 'only;: one'manufac- ; ' 
turer, 'but he often acts for several, He usually maintains 
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at his ov/n c-::pcjisc an ofiice arrl staff and is lemuncrated 
for h’s efforts bv a fixed monthly allowance and/or com- 
mission on his sraes. This method is not w-thout its Short- 
comings. The cuief of these is that, as an agent may re- 
present several manufacturers, his attention is divided 
between them and he cannot effect as large a sale of the 
goods of a particdlai manufacturer as the latter’s own 
organmtion, eg., his branch, might be able to do. To 
secure whole-hearted support from an agent the manufac- 
turer may appoint him his sole agent for a certain area by 
granting him the exclusive right of selling his goods in that 
area. The agent, thus assured of a fixed sales field, may 
make the best effort to popularize the goods of his princi- 
pal. 

Terms of Agency. — The main points to be settled re- 
garding the terms of agency are; 

(a) Monthly Allowance or Commission. — The rate of 
allowance or commission is fixed with reference to the 
capacity of the agent to push the sale of his principal's 
goods. In deciding what is a reasonable rate, the "facilities 
provided by the agent in the shape of show-rooms, tra- 
vellers, etc., are also taken into account. 

(b) Duration of Agency.— If the goods are being 
marketed for the first time, the agent has*to strive hard to 
popularize them. He would, therefore, be Justified in ask- 
ing for a long term of agency, to reap the fruit of his pio- 
neering work. But generally, it is not in the interests of 
the principal to grant an agent a very long term of 
agency; for if the principal does so, he is precluded from 
terminating it before the expiry of the period even though 
the agent’s work should turn out to be unsatisfactory. The 
period of agency should therefore be reasonable from the 
point of view of both the principal and the agent. For in- 
stance, if the agent is likely to spend two years i}ri pioneer- 
ing work, he deserves the agency for a period of at least 
five years. If, howevef, the goods be sold are alreadv 
popular, the principal may gtant the agency for a short 
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term, e.g., one year, and may renew it for a further period, 
if the agent’s work is found satisfactory. 

(c) Territory under the Agent. — The area allotted to 
an agent must neither be too small nor too large. In the 
former case, .the agent will not be able to earn adequate 
commission and will cease to take sufficient interest in his 
work. In the latter case, he will not be able to operate the 
area properly. 

Hints on Drafting Applications for Agencies: 

, 1. The writer usually commences his application in 
one of the following ways: 

(a) If the application is made on the writer’s own 
initiative, he will point out that there is a good 
scope for the sale of the manufacturer’s goods in a 
particular area, and that he is prepared to act as 
an agent to push their sales in that area. 

(b) If the application is made in response to an adver- 
tisement by the manufacturer, the writer will re- 
fer to it, and offer his services as an agent. 

(c) If the apf^licant has learnt from other sources of 
the manufacturer’s desire to appoint an agent, he 
wijl state the source of his information, while 
offering his services as an agent. 

2. The applicant may next emphasize his ability to 
sell the goods. In this connection he may refer to: 

(a) His standing and his experience of the trade. 

(b) His knowledge of local conditions. 

(e> His business connections. 

(d) The facilities at his disposal, for example, show 

3. He win then state the terms on which he is pre- 

pared to take up the agency, or ask the manufacturer to 
state his terms for granting the agency. An expression 
sonaetimes Used with reference to such terms is del credere. 
iiTOeh ageht; in clonsideratioh of an extra commissiori 
being paiid to h usual coramission, undertakes 
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to guarantee payment for the goods sold through his 
agency and thus becomes liable to his principal for the 
amount, in the event of default or insolvency of the Buyer, 
the extra commission paid to him is called del credere 
contiimission. 

4. The applicant will give suitable trade or bank re- 
ferences or both, if he is not known to the addressee. If 
the agent is likely to keep a large quantity of goods in 
stock he may undertake to deposit by way of security an 
adequate sum with the principal. 

5. In the end the applicant usually expresses the hope 
that his application will be considered favourably. » 

Offer of Agencies. — Letters offering agencies and 
those replying to requests for agencies are written on the 
lines of Applications for Agencies, and therefore, require 
no special consideration. 

Letters to Travellers. — The sales manager who has fre- 
quently to deal with his travellers by post is often in doubt 
as to what tone he should adopt in writing to them. On 
most occasions, he will find it advisable to be informal to 
some extent and to write in a personal strain. As a rule, 
travellers work harder when they are treated in a friendly 
manner than when they are treated as strangers. Should 
their work during a particular period pro?;'e unsatisfactory, 
they may be induced to make amends if the letters written 
to them take the form of encouragement rather than of re- 
primand. 
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1. Letter offering Agency for Canned Goods for a certain area. 

COLONIAL EXPORTEKS 

12, St. Andeew Stsekt, 
Edinbuhgh, 

Scotland. 

Messrs. Bhailal & Co., 2nd February, 1937. 

15, Hornby Road, 

BOMBAY, 1. 

Dear* Sirs, 

We are indebted to Mr. Eric S. Duncan, Nairobi, 
Kenya, for your name as being a firm of standing and re- 
pute, and in view of this recommendation we are writing 
this to offer you our Agency for the Bombay and Karachi 
areas. 

We specialize in the export of Currants, Sultanas, 
Canned Fruit, Lobster, Salmon, etc., and in addition are 
sole proprietors of the well-known “Elephant Brand” of 
tinned Vegetables, comprising peas, French beans, Celery, 
Tomato Puree, etc., which we export in large quantities 
overseas. 

As you are aware, these commodities are very compe- 
titive lines; yet we should be prepared to cover you with 
a commissibn of on the F.O.B. value of all transactions 
brought to a satisfactory conclusion. 

Terms. — Our usual terms are cash against documents 
in London; but in certain instances when the standing of a 
buyer is beyond dispute, we may stretch a point and draw 
at sight against documents through The National Bank of 
India, Ltd. 

Should you agree to represent us, we shall arrange to 
forward a few necessary samples and our offer lists at re- 
gular intervals. 

■ Awaiting your reply, 

We are, 

Yours faithfully, 

For Colonial Exporters, 
M. B, Johnson. 
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Lttter offering Agency in Plastics. 


balex limited 


Messrs. Pramroz & Company 
^lental Bank Building, 
Esplanade Road 
BOMBAY. 


Hale Evd. 

London, E. t. 

SOth November, 1045. 


m 


Bear Sirs, 

name has been kindly giv^ uT your 

Overseas Trade in Lon(£n. Bepartment of 

We are a subsidiarv comnanir +1, -^r ' 

Company, Limited, who were n;J« ^ Xylonite 

d^try, as stated in the enclosed Plastics In- 
change Intelligence and we r« ^ fe- 

of toilet articles and plastic mm ^ variete 

closed list. mouldings described in the en- 

appointment as our agents vou w 

m that capacity? W'e reauire ^ ^ 

is not under contract either wi^ cpsjodent agent who 
an English coniirming house in ®°mpetitors or with 
would pay you commission on 

or indirect from your teriitorv afd +t received direct 
voiced either direct to "the 

firming house that you desirr ’ 

* “ »* **■ 
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We should expect to be kept posted by you with infor- 
mation as to the state of the market, prices, competition, 
articles in demand, etc. 

We suggest a commission of 5% on all sales direct or 
indirect frorri your territory. At present we are not in 
production of all the lines mentioned in our list, but we 
are already supplying quantities of Combs, Tooth Brushes 
and Table Tennis Balls to the various Indian markets, and 
we wish to prepare the ground for other articles also, as 
and when we are able to place them on the market. 

» If this proposition interests you, in order to enable us 
to give due consideration to your application, will you 
please let us know what agencies you hold at present, men- 
tioning the products and the names and addresses of the 
principals, as we take it for granted timt you would wish 
us to write to them for references. 

Yours faithfully, 
Hales Limited. 
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S. Letter offering Sole Agency. 

AMCO (LONDON), LIMITED 


Export Dept. 7, Nicol Hoad, 

B. London, N. W. 5. 

12th August, 1945. 


Messrs. Padam & Co.. 

The Central Bank Building, 
Fort, Bombay (India). 


Dear Sirs, 

With reference to your advertisement in the Chemist 
Sc Druggist some time ago, we are enclosing a descriptive 
leaflet on Chemico Wax and shall be glad to loarsa if you 
would be interested in the sole distributing rights for India. 

This wax is used as a basis for many and varied types 
of pharmaceutical and toilet preparations and has been 
evolved by an expert technical and resferch chemist of 
long experience in this field. We know, of course, that 
there is a number of other waxes being offered today pur- 
porting to be all-purpose products; but most of these have 
been hastily conceived as a result of war-time shortages, 
and they mainly contain substitute ingredients. These 
may have sufficed for sub-standard preparations, but they 
certainly will not stand the test of high-class toilets and 
therapeutics. 

Chemico Wax is not manufactured from substitute -or 
inferior ingredients. It is a standardized add-resistant 
product, laboratory controlled at sU stages, and this en- 
sures a quality in whicS. the most eijacting user can Mteu 
every confidence. Further, it has a high melting point and^ 
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can therefore be shipped through and to tropical climates 
without any risk of its melting or deteriorating. 

The terms we suggest for distributors are that they 
shall purchase the product on their own account at a spe- 
cial price and- arrange for its marketing according to the 
conditions obtaining in their territory. 

We shall, of course, give them every possible assistance, 
but shall expect them to have their own descriptive litera- 
ture printed, appropriate to the requirements of their 
market. They will be free tO’ fix their own selling prices 
and any enquiries received by us from their territory will 
be' referred to them. 

Our special export distributor price is 9/6d. per lb., 
delivered free to London shippers, and, in the first place, 
terms of cash against documents in London, but when the 
. development of the business warrants, we shall be pleased 
to consider other terms. 

* We have a constant and considerable manufacturing 
programme, ensuring ample supplies, and as we have also 
secured a general export permit, there will be no hindrance 
at this end to an extensive and mutually interesting busi- 
ness. 

We ha\«e sen^ you samples under separate cover and 
.await your reply with interest. 

Yours faithfully, 
Amco (London), Ltd., 
Norman Kaye. 
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4. Letter applying for Sole Agency. 

S. MONTAGUE 
Commission Agent & Merchant 


110, Broid STfirj/r, 
New Yokk 4, N. Y. 

28lh July, 1944. 

Messrs. Popatlal & Co., 

Musjid Bunder Eoad, 

BOMBAY, India. 


Gentlemen, 

I am interested in representing in this country reliable 
exporters of Indian gums and other raw commodities, and 
shall be glad, i if you are willing to start business in the 
U.S.A., to act here as your sole agent on a commission 
basis. , ^ * 

My long experifence and good connections with impor- 
ters enable me to' assure you that if you favojur me with 
your confidence, I can obtain for you an important quota 
of business annually. 

If you agree to my proposal, please send me without 
delay the terms of business you propose, necessary sam- 
ples, etc., to enable me to start work at once. 

My references are: Manufacturers’ Trust Company, 
135, Broadway, New Y’ork 4, N. Y.; and Church & Dwight 
Co., 12 Cedar Street, New York 5, N.Y, 

I shall be obliged for your early reply and remain, 

Very truly yours, 

^ S. Montague. 
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-J, Bephj to Letter No. 4. 

E’A STEJRN EXPORT COMPANY 


112, Hamam Street, 
Bombay, 1. 

22nd October, 1944. 

S. Montague. Esq., 

110, Broad Street, 

Ne-vv York 4, N.Y. 

Dear Sirs, 

Your letter dated the 28th July addressed to Messrs. 
Popatlal & Co., of this city, has been passed on by them to 
us, for compliance, as they are not interested in the export 
of Indian gums and other allied products. 

We have been exporting Indian gums and other pro- 
ducts for quite a long time, having been established in this 
trade since 1926. Before the war we were shipping goods 
to many American firms, including (1) Messrs. R. J. Pren- 
tise & Co., Inc., N^w York, and (2) Messrs. Chas. J. Wilson 
& Co., New York. During the war, however, on account 
of restrictions on exports, we have not been able to do any 
business with your country. Now that the end of the War 
is in sight, we are planning for the post-war period and 
are desirous of having an energetic agent with good con- 
nections who would reintroduce our goods in the Ameri- 
can market. Your letter has, therefore, reached us in good 
'time.''','' ' ' 

■Our Main Lines. — The main lines handled by us are: 

(1) Indian gums, especially, gum karaya. 

(2) Ginger, pepp^^ and other ^ices. 

';(3)^t'Nux' I' Vomica (crude).' 
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Terms of Busiaess.-Opening of Banker’s irrevoraki^ 
Letter of Credit in our favour. 

Our Bankers.— The Chartered Bank of India. Australia 
and China. ' ' 

Commission.— We shall allow you a commission of W 
on the C.I.F. Invoice price. ^ 

arranging to send you the necessarj' 

In the meantime we should like you to get into touch 
with importers of the above products on your side and s^nd 
us your report and enquiries. 


Yours truly, 

Eastern Export Company. 
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6. Letter accepting the Agency. 

S. MONTAGUE 

Comiiiissioa Agent and Merchant 

110, Broad Street, 
New York, 4 N.Y. 

. 15th January, 1945, 

The Eastern Export Company, 

112, Hamam Street, 

BO*MBAY, 1. 


Dear Sirs, 

I am in receipt of yoxxr letter of the 21st October, and 
thank you for its contents, which I have noted with in- 
terest. 

I accept your Agency under the terms stated in your 
letter and hope tha,t I shall be able to develop a substantial 
business for you here. Allow me to point out, however, 
that some of my principals bear the cost of my cables to 
them regarding the agency work. I hope you, too, will be 
prepared to do so. 

I am also interested in representing a good exporter of 
cashew nuts, which line I can handle satisfactorily as I am 
now selling almonds, filberts, etc., from Spain. 

r expect to hear from you soon and await your 
samples. 

Yours truly,: ■ 

' ' ■ ; " "■ ' 'S. 'Montague, 



238 


MODERN BUSINESS CORRESPONDENCE 


7. Application for Agency. 

EXCELSIOK ELECmiC CO. 


15, LOHAR ClIAWL, 
Bombay, 2. 

15th February, 1946. 


’The Sialkot Electric Works, Ltd., 
Kacheri Road, 

SIALKOT. 


Dear Sirs, 

We learn from our friends Messrs. Khanna & Hariraj 
of your town that you are the leading manufacturers' of 
electric fans of all kinds and that you are desirous of ap- 
pointing an influential firm as your selling agents in Bom- 
bay. We are, therefore, pleased to inform you that we &re 
prepared to co-operate with you if you appoint us as yOur 
sole agents for the province of Bombay, 

r 

We have been established as wholesale dealers in elec- 
trical goods for the last twenty years and have built up 
extensive and valuable connections. Besides, we hold the 
sole agency for the Bijli Electric Works, Calcutta. But as 
the above firm does not manufaciture electric fans its pro- 
ducts will not compete with yours. 

We have a spacious show room at 112, Hornby Road, 
which is kept illuminated by neon light up to 12 o’clock 
every night, and where the goods we distribute are attrac- 
tively displayed. We have also in our employ experienc- 
ed travellers to canvass orders from this city and the rest 
of the province. We are consequently confident of effect- 
ing a large sale of yorir products every month. ^ 
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We are in a position to give you excellent bank and 
trade references, but we specially refer you to our common 
frien& Messrs. Khanna and Hariraj, who would be able 
to give you any information you ^might desire about our 
standing and resources. 

In case you approve of our co-operation, please let us 
know the terms and conditions on which you would grant 

us your sole agency. 

1 

We shall be prepared, if you so desire, to take up the 
del cfedere responsibilities also. 

* Should you agree to grant us your representation, we 
will undertake to look after your interests to the best of our 
ability. 

Awaiting the favour of an early reply. 

We are, 

' Yours faithfully, 

Excelsior Electric Company. 
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8. Reply to Letter No. 7. 

THE SIALKOT ELECTRIC WORKS, LIMITOD 


KaCH35RT Roab, 
SlALKOT. 

21st February, 1946. 

The Excelsior Electric Co., 

15, Lohar Chawl, 

BOMBAY. 


Dear Sirs, 

We are in receipt of your letter of the 15th inst, and 
are glad to inform you that as we have received a favour- 
able report about your firm from Messrs. Khanna & Hari- 
raj, we have decided to appoint you as our Agents on the 
following terms: 

(a) We appoint you as our sole agent for the Province 
of Bombay and agree to pay you a commission of 10 per cent 
on the net value of all orders received by us ei|her through 
you or directly from any part of the province after they 
are duly executed and the price realized. We also agree 
to give you 2i per cent additional commission for under- 
taking del credere responsibilities, 

(b) The period of the agency will be two years in 
the first instance. 

(e) We agree to bear half the cost of publicity parried 
on by you for our products provided your plans of publir- 
city and the estimated cost are approved by us. ' . : 

v ;:{d) We' will supply; you, with as many setS' df samples 
of ' our fans: as you may heed, on your .depositihg^ w^ us 
half of their list price.* Samples, hwever, will remain ow 
propertj?- and yoto deposit wiU earn interest at 2i%. ^ 
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(e) No orders received by us direct will be executed: 
unless referred to and approved by you. 

(f) You will sell the goods at the list prices which 
are subject to a trade discount of 61 %. 

(g) Goods will be consigned to the buyer and the 
Railway Receipt will be negotiated through an approved 
bank. 

We shall be glad to receive your confirmation of the 
■ above .terms at an early date so that we may arrange to- 
embody them in the formal agreement and send the same 
for •your approval and signature. 


Yours faithfully. 
The Sialkot Electric Works, Ltd.,, 
S. D, Sharma,, 
Managing Director. 
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9. Letter of Encouragement to a New Traveller. 

KEYMEK BAGSHAW & COMPANY 


20, Steand Road, 
Bombay. 

2nd September, 1946. 


Dear Mr. Gupta, 

I have just received your Weekly Report dated the 
August and am sorry to note that you had rather a bac 
week at Baroda, especially after you had secured good 
orders from Surat. But do not be discouraged. Even the 
most experienced travellers, at times, meet with bad lucl 
and have blank weeks. I would advise you, therefore, tc 
persevere with the sales plan I halve chalked out, and I anc 
sure you will soon achieve encouraging results. 

Yours very truly, 

A. B. Mukerji. 
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l!). Letter asking a Traveller to put More Push into his efforts. 

SHALIMAE COMPANY 


39, Badur Bagan Row, 
Calcutta. 

4th March, 1946. 

Dear ’Mr. Mitter, 

I am surprised to find from your reports that your 
sale's during the last month have been much below the 
average. Our other travellers are doing exceedingly well 
and their returns are far in excess of what they were this 
time last year. If the lack of orders is due to any special 
difficulty, please acquaint me with it. Perhaps I may be 
able to suggest some way to overcome it. Otherwise, put 
^ a little more push into your efforts so that you may come 
‘ up to the level of your colleagues in other areas. At any 
rate, infofm me how things stand, as your territory is too 
important to be ne^ected. 

Yours very truly, 

D. Dasgupta. 



CHAPTER XT! 

INSURANCE CORRESPONDENCE 
Part I. General Principles 

Introduction.— All commercial aciivitics are subj^t to 
an element of risk. A trader who owns a shop runs the 
risks of its being destroyed by fire. A shipper who has his . 
cargo on the seas is constantly in danger of losing it by 
reason of the sinking of the ship. A partner in a firm is 
always afraid of losing a part of the capital of the firm as 
the result of the death of one of the partners. Such risks 
or possibilities of loss introduce an element of uncertainty 
into business affairs. The practice of in.surance arises out 
of the need to remove this uncertainty. By moans of in- 
surance the insured is assured that if the risk to which he ^ 
is exposed does materialize and results in a financial loss 
to him, he will be indemnified by the insurer for such loss. 
Insurance, of course, cannot prevent the occurrence of the 
loss, but it does compensate the insured for the lo.ss, and 
thus protect him from its consequences. No wonder, there- 
fore, that this device for providing agtSnst possible losses 
is widely used by modern business men. 

Definition,— Insurance is a contract between two par- 
ties by which one of them, called the Insurer, agrees to in- ' 
demnify the other, called the Insured or Assured, against 
a loss which may be caused by the happening of a certain 
event. The contract is embodied in a document called the 
Policy. The insurer undertakes to indemnify the assured 
for a consideration in the form of money, called the Pre- 
mium. The contingency insured against is called the 
Risk. 

The Principle underlying Insurance.—The principle of 
insurance was admirsfcly stated by a aelait committee of the 
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the House of Commons, which in 1825 said: “Whenever 
there \s a contingency, the cheapest way of providing 
against it is by uniting with others, so that each man may 
subject himself to a small deprivation, in order that no 
man may be subjected to a great loss. He upon whom the 
contingency does not fall does not get his money back 
again, nor does he get for it any visible or tangible benefit; 
but he obtains security against ruin and consequent peace 
of mind. He upon whom the contingency does fall gets 
all that those whom fortune has exempted from it have 
lost in hard money, and is thus enabled to sustain an event 
which would otherwise overwhelm him.” The principle 
may be explained by an example. Suppose an insurer in- 
sures a thousand shops each of the value of Rs. 5,000. Sup- 
pose, further, that the owner of each shop has to pay Rs. 
10 annually to the insurer as premiiun. If on an average 
one shop is burnt down every year, the insurer pays Rs. 
5,O0O to the owner of that particular shop. This he pays out 
of the sum of Rs. 10,000 he has collected from 1,000 shop- 
owners. Thus every shop-owner whose shop remains tm- 
touched parts with Rs. 10 per annum without getting any 
tangible benefit in return, but thereby he buys peace of 
mind. The tnan vj'hose shop is burnt down gets Rs. 5,000, 
which is really the full value of the property destroyed. 
If he had not insured his shop its destruction by fire would 
have been an overwhelming loss to him. 

Fundamentals of Insurance. — ^In a contract of sale of 
goods, it is the duty of the buyer to ascertain the 
quality of the goods he buys, and their fitness for the pur- 
pose he has in view. If, therefore, the seller observes 
silence as to the quality of the goods he sells and lets the 
buyer think that he is buying goods of a particular quality, 
though as a matter of fact be does not, the seller cannot 
be blamed. The buyer in such a case is governed by the 
principle of mvmt emptor, which means ‘buyer beware*. 
Although there are exceptions to the rule, they only point 
to its general applicability. 
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The contract of insurance is unlike a contract of sale 
of goods. This contract is uherrima fides, i.e., it is^ based 
on the utmost good faith. The parties to a contract of sale 
of goods have merely to abstain from deceipt; but in a con- 
tract of insurance, the assured has a heavier responsibility. 
He has not only to tell the truth in all the statements he 
makes to the insurer, but he has also to make a full and 
complete disclosure of all that he knows or ought to know 
about the risk that is likely to influence the insurer in ac- 
cepting or dechning to accept the risk or in fixing thf' rates 
of premium. This is necessary because any concealment 
of material facts on the part of the assured will invalidate 
the contract. 

Indemnity. — ^Indemnity means security against damage 
or loss. A contract of insurance (other than that of Life 
Assurance and Personal Accident Insurance) is essentially 
a contract of indemnity, i.e., it ought not to be entered into 
as a wager or gamble on the happening of an event, or with 
the motive of making a profit. Its legitimate purpose is 
to provide against the monetary loss to which the insured 
is likely to be put, on the occurrence of the contingeapy. 
For instance, if a person insures his house against loss by 
fire for a sum higher than the value of the house, and the 
house is burnt down, he cannot recover frord the insurer 
more than the value of the house. Similarly, in a case of 
double insurance, the insured is not permitted to be in- 
demnified from two sources in respect of the same loss. 
From these examples it will be clear that the law does not 
sanction any insurance which would make the insured a 
gainer by the destruction of the thing insured, because, if 
it were otherwise, there would be a temptation to the in- 
sured to destroy the subject matter of insurance and profit 
thereby. 

Insurable Interest.— To effect an insurance a person 
must have an insurable interest in the subject matter of 
insurance. A personas said to have an insurable interest 
in the subject matter of insurance 'when he stands in suoJj 
relation to it that he would suffer kSss by/ts destruction 
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or damage, and would be benefited by its continued exis- 
tence. For example, the owner of goods has an insurable 
interes’t in them. Similarly, a creditor has an insurable 
interest in the life of a debtor to the extent of his debt. 

Principal .forms of Insurance. — ^The chief forms of in- 
surance are life, lire and marine. In recent times several 
other types of insurance, such as Accident Insurance, 
Workmen’s Compensation Insurance, etc., have come into 
existence. In this book, however, we shall deal only with 
Life, Fire and Marine Insurance. 

Part II. Life Assurance 

Life Assurance. — Life insurance is usually called Life 
Assurance, to distinguish it from other forms of insurance 
such as fire and marine insurance. Life Assurance is a 
contract by which the insurer, in consideration of a cer- 
tain premium, either in a lump sum or by periodical pay- 
ments, undertakes to pay a certain sum to the assured on 
his reaching a particular age, or to those entitled to it in. 
the event' of his death. 

•> Kinds of Policies. — ^There are many kinds of life poli- 
cies, the following being the principal ones: 

(1) Endowment Policy.— It is a policy in which the 
amount of iflsurarjce is paid to the assured on his reaching 
a specified age. If he dies earlier, the amount is paid to the 
person or persons entitled to it, i.e., his heirs, nominees, 
or assignees. The premiums on such a policy are to be 
paid untir the assured reaches the specified age or until 
his death, if it occurs earlier, 

(2) Whole-Life Policy. — ^Under this policy the amount 
assured becomes payable on the death of the assured. 
The premiums on such a policy may be spread over one’s 
whiite life,' Or they may be made payable for a fixed hum^ 
ber .of .years.:; In . the latter case,- the assured, has,- the, satis- 
faction of teowing the mmfirnum amount he will be re- 
quired to ^pay^ irrespeetive: of. how:^}ong; he: lives. ■: .In' ■any 
_fase the. policy does 'ncffc, mature ...until -the' ■'death :■ of:'- 'the. 
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(3) Policy upon Joint Lives. — ^Under this policy the 
joint lives of two or more persons are assured, so that in 
the event of the death of one of them, the amount assured 
becomes payable to the survivor or survivors. Such a 
policy is usually taken out by a firm, and the premium on 
it is paid from the funds of the firm. 

All the policies mentioned above may be With-profit 
policies or Without-pmfit policies. In the first type, the 
policy-holder participates in the profits of the insurance 
company; in the second, he does not participate in such 
profits. 

Procedure for taking out a Life Policy. — The pei"son 
intending to insure his life is likely to study and consider 
the relative advantages which the various insurance com- 
panies offer, by consulting their respective agents or read- 
ing their prospectuses, before he selects the one best suit- 
ed to his needs. The company he has selected' will furnish 
him, on request, with a Proposal Form containing a num- 
ber of questions he must answer fully and accurately. An 
important question will pertain to his age. In answer to 
this, he has not merely to state his age, but also to produce 
evidence in support of his statement. After the receipt of 
the Proposal Form duly filled, the Company will arrange 
for his medical examination by a doctor appro<led by them. 
After they have secured possession of all the papers, the 
company will decide whether or not to accept the propo- 
sal. K it is accepted, he will be informed accordingly and 
asked to pay the first premium. When this is paid, the 
company wilT proceed to issue the policy. The assurance, 
however, begins with the acceptance of the first premium 
fey the -company. ■ : ,/ 

Rates of Premium.— Every. Company publishes thdSe 
in its pro^ctus. They apply to the .normal male lives of 
those not engaged in hazardous occupations. But insurance 
companies are generally; prepared to insure the liv« of 
.«?ven;thdse whose,^'health.:iS;-bfilow the.', average, 'Standard; hf' 
'■.'•ivpmeh, '.and .of; thc»e enga^d-',"ih. '.hazardous ,,'ocq«:patidns^:.';'at, 
.'■fiigher,vrateS',' of : premium. 'V',','-,.''''''''' 
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Payment of Premiums. — ^Premiums are payable an- ' 
rfualy, half-yearly, quarterly or monthly, according to the 
terms of the contract. Generally, thirty days of grace are 
allowed for the payment of premiums by annual, half- 
yearly and quarterly instalments; and fifteen days of grace 
for the payment of premiums by monthly instalments. 
The days of grace are the days allowed beyond the appoint- 
ed time within which the premiums must be paid. If a 
premium is not paid even within the days of grace the 
policy lapses from the due d'ate of the unpaid premium. 

Surrender Value. — ^The surrender value of a policy is 
tSe amount an insurance company will pay to the assured 
if he surrenders his policy to the company and extinguishes 
his claim thereunder. It represents the amount of the 
premium paid by the assured together with the interest 
that has accrued thereon, less the cost to the company of 
the risk of the insured person’s dying during the currency 
ef the policy, and his share in the expense of the manage- 
ment of the company during that period. In the case of a 
policy that has remained in force for less than three years, 
the value of the first two items is not higher than that of 
the last two. The surrender value of such a policy is, there- 
fore, nil. As a general rule, however, the greater the num- 
ber of prelniums paid on a policy, the higher is its surren- 
der value. 

Assignment. — ^The assignment of a policy may be 
made by an endorsement upon the policy or by a separate 
instrument signed by the assignor and attested by at least 
one witness. But an assignment will not be operative 
against the insurance company, unless notice in writing bf 
such assignment has been given to the company. When 
*a policy is so assigned, it should be transferred to the as- 
signee. An assignment is usually made after the policy 
has earned a surrender value, when it becomes a valuable 
-security,' for' loans. . ' ^ 

provision introduced by : 

the Indian Insurance" Act of 1938 is the right given to the 
assured to nominee a person to receive ae ;benefltS: :under :: ;; 
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the policy. The nomination can be made by endorsement 
on the policy, and by communicating it to, and getting it 
registered with, the insurance company. The nominee is 
entitled to receive the benefits under the policy, unless the 
nomination in his favour has subsequently been cancelled. 

Claim.— If a claim arises through the maturity of a 
policy, it is paid by the company to the person entitled to 
it, if his age has already been admitted as correct by the 
company; if not, he has to prove it to the satisfaction* of 
the company, before he can claim the amount. Wh,en a 
policy becomes payable on the death of the assured, the 
death must first be proved by the pex-son claiming the bene- 
fits under the policy. The claimant must also satisfy the 
company that he is entitled to the amount by obtaining a 
Succession Certificate, or the Probate of the Will or Letters 
of Administration, unless he happens to be the person to 
whom the policy is assigned or who is nominated by the- 
assured to receive the amount. 



INSUSANCE CORRESPONDENCE 


251. 


J. Letter accepting the Proposal. 

the’ new eka assurance company, limited 


J. B. Mashruwala, Esq., 
Aziz Building, 

Cadell Road, 

Mahim, BOMBAY. 


Espi,anade Road, 
Foet, Bombay. 

1st June, 1943. 


Dear Sir, 

We are glad to inform jmu that your proposal for assu- 
rance has been duly considered by our Directors, and that 
they are prepared to issue a policy to you on the terms 
mentioned below; 


Proposal No. 
anti 

Pate of 

Table and 
Flan 
proposed 

a i 

j 

Sum 

Assured 

i 

Mode 

of 

Payt. 

Prem. 

.Deposit Particulars 

Deposit 
if any 

Balance to 
be paid 

24.>59e 

a4tli May, 1943 

I.W. 2 

Es. 3000/- 

1 

Quar- 
j terly 

! 

Rs. 52 



Plan aeceptAbie to tine Company. 

Date of 
Proposal 

As proposed at ordinary rates. 


You are requested to note that until the first premium 
■^s shown above is paid in full to, and accepted as such by, 
this office, no liability attaches to the Company, which re- 
serves the right to cancel this acceptance. If a receipt 
from this office is not received by you within a fortnight of 
the paymenf of the first premiuip, you are requested to 
cpmMunicaie immediately with the company's office in 
■;:]Bqinbay.U' \ ■■ 
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If, between the date of your proposal and the receipt 
by you of the company’s first premium receipt, you suffer 
from any illness or injury or a proposal for an assurance 
or an application for revival of an assurance policy on your 
life to any other company has been formally or informally 
withdrawn or dropped, deferred or declined or accepted 
at an increased premium or on terms otherwise than as 
proposed, you are required to intimate the same to us in 
writing in order that we may reconsider the proposal.’ 

As satisfactory evidence of continued good health will 
be necessary to be produced at your expense, if payment 
be not made within thirty days from this date, we have lo 
request you to remit the first premium as soon as possible 
after your receipt of this acceptance letter. 

Yours faithfully, 

A. B, Shah, 

■ , ; ; Lifo Manager. 



INSURANCE COERESPONDENCS 253 

2, Letter accompanying the Policy. 

THE’ NEW ERA ASSURANCE COMPANY, LIMITED 


Espianade Road, 
Foet, Bombay. 
10th June, 1943. 

J. B. Mashruwala, Esq., 

Azi 2 "Building, 

Mahim, BOMBAY. 


Dear Sir, 

Re Life Policy No. 12576. 

We have pleasure in sending you herewith your Life 
Policy, the number of which is noted above. 

As»you have now become a member of this great or- 
ganization, you would naturally wish to see it prosper. 
We, therefore, hope that you will persuade your relatives 
and friends to follow the good example set by you, by in- 
suring th^ir lives with us. You will thus be helping the 
company in declaring progressively high bonuses which 
you will also share. We also trust that, whenever possi- 
ble, you will supplement the amount of this policy by 
further insurance. 

Please examine the policy carefully, and let us know 
if you fitid any error or omission in it, so that we may 
arrange to get the same rectified. 

» We shall be obliged if you acknowledge receipt of the 
policy on the enclosed business card, which is not required 
to be stamped. 


Yours faithfully, 
A. B. Shah, 
Life Manager. 
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S. Letter asking for the Surrender Value of a Policy. 


Aziz Building 
Cadell eoad, 
Mahim, Bombay. 

1st August, 1945. 


The Mainager, 

The New Era Assurance Co., Ltd., 
Esplanade Road, 

BOMBAY, 1. 


Dear Sir, 


Re Life Policy No. 12576. 


I intend to surrender my above policy for a cash valu^ 
as my financial circumstances make it impossible for me 
to continue to pay the premiums. I shall, therefore, be 
glad if you will let me know the present surrender value 
■of my poHcy. 

Yours faithfully, 

' ; J. B. Mashruwala. 
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4. Reply to Letter No. 3. 

THE» new ESA ASSURANCE COMPANY, LIMITED 


Esplanade road. 
Fort Bombay. 

8th August, 1945. 

J. B. Mashruwala, Esq., 

Aziz Building, 

Cadell Eoad, 

Mahim, BOMBAY. 


Dear Sir, 

Surrender value of Life Policy No. 12576. 


* With reference to your letter dated the 1st instant, 
we regret our inability to pay the surrender value of your 
life policy for reason No. 1 mentioned below: — 

1. A policy acquires surrender vadue only after at 
least three annual premiums have been paid. As 
ydU haw not paid three annual premiiuns the 
policy has no surrender value. 

2. The policy stands assigned to a minor and as a 
minor assignee cannot give a valid consent (as 
every assignee should) for paying the surrender 
value, we are precluded from paying the same to 

' " you. 

3. The policy stands lapsed from and . as 

such it has no surrender value. 

Yours faithfully, 

:a. B.,Bhah,, 
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5. Another reply to letter ashing for Surrender Value. 

THE NEW EEA ASSURANCE COMPANY, LIMITED^ 


Esplanade koao, 
Fokt Bombay. 

8th August, 1945. 

J. B. Mashruwala, Esq., 

Aziz Building, 

Mahim, BOMBAY. 


Dear Sir, 


Life Policy No. 12576. 


With reference to your letter of 1st instant, the 
surrender value of your policy is Rs. 1,035 (exclusive ot 
the cash value of Bonus) subject to the deduction of 
arrears of premium, cash loan, and interest, if any. 

If you desire to have the Surrender Value, please let us 
have the following: — 

1. Policy. ' ' 

2. Bonus Certificates. 

3. Authoritative proof of age. 

4. Assignee’s consent on enclosed form. 

The surrender value quoted above is subject to your 
age at entry being in order, if not already admitted. 

Though we have quoted above the surrender value of 
your policy, we would request you to give serious thoughtr 
to the advisability of continuing the assurance so wisely 
taken out for the benefit of yotirself and your family. 

, ; , ' ; ,./'a Yours- faithfully,' , 

■ -r 'A.-B.Shah,. '/';":-';;- 

Life ' Manager.' 
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6. Letter quoting the Paid-up Value of a Policy. 

THEoNEW era assurance company, limited 


Esplanade koad, 
Fort, Bombay. 

14th February, 1944. 


Shantilal B. Vora, Esq., 
Lai Bazar, 

BROACH. 


Dear Sir, 


Policy No. 3225 Own Life. 


With reference to your letter of the 12th inst. we are to 
inform you that the paid-up value of your policy is Rs. 2,520, 
exclusive? of the Bonus of R.s. 20. 

• If you wish to have your policy converted into a paid- 
up one, please Jet us have the following:— 

1. Policy* 

2. Authoritative proof of age. 

3. Assignee’s consent on enclosed form. 

The paid-up value quoted above is subject to your age 
at entry being in order, if not admitted already. 

Though we have quoted formally the paid-up value 
of your policy, we would suggest the desirability of yqur 
continuing the full assiiranee so thoughtfully taken out as 
a provision for yourself and your family. , 

Yours faithfully, , 

:■ ' , A. k Shah,;", ' ' 

Life Manager. 




Dear Sir, 

Policy No. 3225 Own. Life^ 

As desired in your letter dated the 26th inst. we have 
converted your above policy into a paid-up one for fis. 
2,520 from' the 31st March, 1944. The paid-up -policy is 
subject to all the terms and conditions of the original 
policy. 

You are now requested to let us have (1) a satisfactory 
proof of your age and (2) your policy lof neeessaiy endor- 
sement. 

Please note that the amount of the paid-up value quot- 
ed herein is subject to be altered if your age at entry is not • 
found to be in order. 

We assume that extraordinary circumstances must 
have compelled you to decide to stop future payments on 
the policy, and trust that as soon as you are in a position 
to take out a fresh assurance you will not fail to write lo 
us or approach the nearest office of our Company for a, new 
policy with. us. ^ 

, , : Yours faithfully, 

. , ' ' ' ' , A, B., Shah,:' ■■■ 

' ’ h \ Life-.Manager. 



INSURANGS CORRESPONDENCE 


259 


S. Application for Loan against Life Policy. 


Nakhuda Building, 
Dhobi Talao, 
Bombay, 2. 

i2tli Marcli, 1945. 

The New Era Assurance Co., Ltd.', 

P.O. Bos No. 353, 

BOMBAY, 1. 


Dear Sir, 

Re Life Policy No. 21356. 


I regret, I have not been able to pay the premiunis on 
the above policy for some time, but note with satisfaction 
that under the automatic non-forfeiture clause, my policy 
has not 'lapsed. 

* Unfortunately, I am pressed for money, and shall 
therefore, be obliged if you will let me know the maximum 
amount I can borrow against my policy. Please treat this 
request as "urgent, and let me have an early reply. 

Yours faithfully, 

. A. 'V. Canteenwala. 



260 MODERN BUSINESS CORRESPONDENCE 

9. Reply to Application for a Loan. 

THE NEW EEA ASSURANCE COMPANY, LIMITED 


Esplanade Ho id, 
Fort, Bomhvv. 

14th March. If>36. 

A. V. Canteenwala, Esq., 

Nakhuda Building, 

Dhobi Talao, 

BOMBAY, 2. 


Dear Sir, 

Application for Loan on Life Policy No. 21356. 

With reference to your letter referred to above, we 
regret to state that no loan is available on your policy for 
reason No. 3 given below; — 

1. As, three annual premiums have not btcu.paid on 
rhe policy, it has no siKrender value, and there- 
fore no loan value. 

2. The surrender value of the policy is not sufficient 
to enable the Company to advance even the mini- 
mum loan of Rs. 50/-. The cofnpany does not 
grant loans of smaller amounts. 

3. As six annual premiums have been paid out of the 
surrender value, the balance is not sufficient to en- 
able the company to advance even the minimum 
loan of Rs. 50/-. 

4. The policy stands assigned to a minor,* and as a 
minor assignee cannot give a valid consent or bo 
a party to the Loan Bond (as every assigned 
should) the company is precluded from granting 
a loan on a policy so assigned. 

Yours faithfully, 

A. B. Shah, 

^Life Manager. 
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10. Another reply to an Application for a Loan. 


» 

THE NEW EEA ASSURANCE COMPANY, LIMITED 


Esplanade Road, 
Bombay, 1. 

14th March, 1945. 

A. V. Canteenwala, Esq. 

Nakhuda Building, 

DIjobi Talao, 

BOMBAY, 2. 


Dear Sir, 


Re Policy No. 21356 — Own Life. 

In rqply to your enquiry dated the 12th March, we 
beg to inform you that a maximum loan of Rs. 520/- is avail- 
able on your above policy. 

We should have the following to enable us to prepare 
the Loan Bond:—; 

1. Policy. 

2. Authoritative proof of age, if not already ad- 
mitted. 

3. Rs...i...As for stamp fee. 

4. .Assighee’s consent on the enclosed form. 

Yours faithfully, 

. A. B. Shah,' ■ 

Life Manager. 
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IL Letter notifying Maluniy of the Pdicji. 

THE NEW EM ASSUEANCE COMI'ANY, LIMITEIJ' 


Esplaxai'jk 
Boausay, 1 
15th July, 11;45. 

A. V. Canteenwaia, Esq. 

Nakhuda Building, 

Dhobi Talao, 

BOMBAY, 2. 


Dear Sir, 

Re Policy No. 21356~Own Life. 

V 


We have the pleasure to inform you that your above 
policy matures for payment on the 21«t July, 1945. We en- 
close a form of Certificate of Survival, which please returii 
duly completed by a person known to you. 

Please let us have an authoritative proof of your age, 
in case your age has not already been admitted by us, to- 
gether with the pohcy and the Bonus Certificates. 

Yours faithiully, 

^ ^ ■ ' ■■■■ ' ' ^'A,B,'Shah, . ' 

• ' ;; , / ' "■ ' ^ ^ ■ Life Manager,. 
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12. Reply io a letter making a Claim on ike death of a Policyholder 
THE "new ESA ASSUEANCE COMPANY, LIMITED 


Espiamadk 1?oab, 
Bombay, 1. 

17th September, 1941. 

Mrs. Susliila B. Pradlian, 

112, Girgaum Back Road, 

BOMBAY, 4. 


Dear Madam, 


Re Policy No. 1235 on the life of 
Mr. Narayan B. Pradhan (Deceased) . 


We are in receipt of your letter dated the 16th Sep- 
tember, and regret to learn of the death of Mr. N. B. Pracl- 
han. Please accept our condolences in your bereavement. 

Our examination of the details of the policy will take 
some' time.' In the meantime, we enclose a set of Claim 
Forms which are to be completed and returned by the 
person legally entitled to claim the money on the policy. 

After going through the details, we shall let you know 
the position of the policy. If it is in force, we shall com- 
municate to you our requirements for consideration of the 
claim. 

Yours faithfully, 

A. B. Shah, 

; , ; , , Life Manager. „ , 



264 


MODSEN BUSINESS COBRESPONDffiNCE 


13. Reply to a letter making a Claim on the death of a Policyholder^ 

THE NEW ESA ASSUSANCE COMPANY, LIMITED 

Esplanade Eoad, 

Bombay, L 

22nd September, 1941 

Mrs. Sushila B. Pradhan, 

112, Girgaum Back Pioad, 

BOMBAY, 4. 

Dear Madam, 

Re Policy No. 12^5 on the life of 
Mr. Nai'ayan B. Pradhan ^Deceased) . 

With further reference to our letter dated the 17th 
September, 1941, enclosing the Claim Forms, we beg to 
advise that the policy is in force. 

It is necessary for you to furnish the following require- 
ments in addition to filling and returning us the* Claim 
Forms: — » 

1. A certified extract from the Municipal Register of 
Deaths.* 

2. Proof of age as stated by the policyholder in his 
proposal of assurance. 

. 3. Title; Legal proof of title as per instructions in the 
attached note (subject to the claim being admitted, 
the amount for which the title would be neces- 
sary is Rs. 10,000/-). 

4. Original policy and the bonus certificates. 

Yours faithCulIy. 

' ; H. /V'., Das," 

. . Life Superintendent. ' , 

*N.B.— (a) If the place of death Ls not in a Municipal area, a certified 
extract fiom the Register of Deaths maintained by the Local 
Board or such other recognized institutibn, 

(b) In tlie absence of a Mnnicipality pr Local Board in the area, 
an extract from the village Register of Deaths boimters%ned 
by the TaluMa OiSce Or from, the Police Register On their 
■■■ ■; ■'■.printed' form,; ,■■■; ;■■' ■■.."■■■,■ ■■;■ 
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14. Letter intimating the Lapsing of a Policy. 

■THE* NEW EEA ASSURANCE COMPANY, LIMITED 


Esplanade Road, 
Bombay, 1. 

29th April, 1942. 


.Mr. Bhailal B. Sharma, 
Hindu Colony, 

Dadar, 

BOMBAY, 14. 


Dear Sir, 


Re Policy No. 3559 — Own Life. 


We beg to inform you that the instalment of the pre- 
mium due on the 25th March, 1942, on your above -noted 
policy, not having been received by us within the days of 
grace the policy .stands lapsed, and the company stands 
tinder no risk on your life. This deprives you of the bene- 
fit for which you insured yourself, and we strongly urge 
you to take steps immediately to get your policy revived. 

The question of the renewal of the policy will be taken 
up by us, on your sending us the amount noted below and 
returning to us the enclosed Health Declaration Form, duly 
completed by you, and witnessed by a person known to 
you. As a special concession, however, we ofier to forego 
the interest charges of Re, 0-8-0, provided the amount of 
the premium of Rs. 21-2-0 and the health declaration are 
received by us on or before the 24th May, 1942. We hope 
yoU: will appreciate the conce^ion, and proceed forthwith 
to "get the.:p<jlicy revived.; ■' ' iV', ' 
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Premium due on 23-3-42 


Interest. 



B.S. 21 2 0 
i-ts. u 0 


P’S. 21 10 0 


Less aincuKt of deposit if 

any 

Balance Due. 


V' 


? 


1 t n 

-t. 2, \J 


Yours faitlifultyj 
A. B. Shah, 
Life Manager. 

w 


End: 1 Health Dedaration Form. 
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15. Lefier to the company intimuting Assigmncni of Policy. 


Kokh. Kunj, 
l-iTii Road, 

Khae, 

Bo.mbai% 21. 

14th February, 1942. 

The General Manager, 

The New Era Assurance Co., Ltd, 

Esplanade Ro-ad, 

Fort, BOMBAY, 1. 


Dear Sir, 

Re Policy No. 1234 — Own Life. 

* 

Please take notice that I have this day assigned my 
above policy to my wife, Mrs. Tarabai S. Mahtre, and am 
sqjiding the same duly endorsed. 

I shall thank you to register the assignment in your 
books and to send me a written acknowledgment of the 
notice hereliy given to you, and return the policy when 
done with. 

Yours faithfully, 

S. B. Mahtre. 


RE, — In the case of anwissignment in favour of wife and/or children, no fee 
is charged hy the coBipany. . 
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Proposal, giving full particulars of the property to be in- 
sured. If the risk is simple, e.g., the insurance of a private 
dwelling house, the company may quote a piiemium 
straight off, and on its acceptance, proceed to issue a policy, 
but in other cases, where necessary, the property v/iil first 
be inspected by a representative of the company. On his 
report, the company will either accept the risk and fix the 
premium, or decline to accept the risk. If it accepts the 
risk, it v/ill issue a ‘Cover Note’ to the proposer. . The 
Cover Note is an undertaking by the company to cover 
the risk between the time of acceptance of the proposal 
and the delivery of the policy to the insured. ^ 

After a policy has been issued, it is obligatory on the 
part of the insured to inform the company of any cl'.ange 
by which the risk to the insured property may be altered, 
and to obtain the company’s endorsement on the policy 
sanctioning the change. If, in such a case, the company 
has to cover increased risk, the insured may be required 
to pay additional premium, but if by such a change the 
risk is reduced, the insured will be entitled to cL^m a pro- 
portional refund of the premium. 

Making a Claim. — When a loss by fire occurs, the in- 
sured must immediately give a notice thereof to the com- 
pany and must forward to it within 15 days hjs Claim for 
the amotmt, giving full particulars of the property damag- 
ed or destroyed and its estimated market value at the time 
of the fire, supported by necessary vouchers. The company 
is authorized, in the case of a fire, to send its representa- 
tive or surveyor to enter the building where fire or dam- 
age has occurred, and to remain in possession of the in- 
sured property, for the purpose of ascertaining' the, nature 
and extent of the loss or damage. Claims are usually ad- 
justed by specialists known, as Assessors or Surveyors. 
Disputes regarding the settlement of a claim may be re- 
ferred to the decision of Arbitrators, as provided in the 
, conditions ' of tiie^policy* ' " ' 

■ •* ' 7 :■» T -' T — w; 

* Under ttie Indbn tesuranCB-Aot 193S, ‘the= premium magt foe paid 
^’witfoiartbiAy .d.-iy,s of the Commeneement-ofithe rj^k. ' v',- 
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iissigririTieiit of a Fire Policy.— A fire policy is not 
■assignabie at the will of the insured, as it is regarded as a 
pei' 30 |ial contract between him and the company. How- 
ever, v/hen the insured property passes to another person 
fcy wiii or the operation of law, the policy, if it is in force, 
automaticaily’passes to that person. 
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1. Letter asking Jor a Fire Poliey. 

the pravin stores. 


27, Kaluadevi Road, 
Rombav, 2. 

12tii April, 1945. 

The New Hind insurance Co., Ltd., 

21, Apollo Stree t, 

BOMBAY, 1. 


Dear Sirs, 

We shall be obliged if you will insure against hre our 
goods consisting of cutlery and electroplated articles of 
the value of Es. 3,000, lying in our godown at 24, Mahendra 
Building, Bhandarkar Hoad, Matunga, Bombay, and issue 
a policy for the amount, covering the risk for six months 
commencing frorm tomorrow. 

The proposal form supplied to us by your agent, Mr. 
b, A. Shastree, is enclosed duly completed. 

Yoifrs faithfully, 
Meghji, B. Jani, 
Proprietor. ' 
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2, Proposal for Fire Insurance, 

Agency No. Branch No. 

To tliCj 


NEW HIND INSURANCE COMPANY, LIMITED 
21, Apolio Street, Fort, BOMBAY. 


* Pluce — — 

Bate 

Name of Proposer- — — — — 

Situi:?tion of Freoxises to be insured. State number of building & name of 
street. 


Period of Insurance required Months From —To- 

Amounts to be Insured — : ^ 


Rs on the Building occupied us a 

Rs on the Household Furniture and Personal Property- 

■« 

"^Rs. .on Stock in Trade Consisting of — — 


Total Hupees- 


If there are any servants’ quarters or other out-buildings which 
are to be included please give particulars. 


Describe the premises to foe insured and state the number of 
storeys above the ground floor. 


Of what materials are tDe walls constructed ? 


Of what materials is the roof constructed? 


Is the building a detached one or do other buildings adjoin it? 


If there are any other buildings within 15 feet of that referred to 
al>ove, please state the eonstruetion and oeeupation of such 
buildings 


the /building is, used as a shop or.godowh, state what descrip- 
tion, of' goods, are „ stored. 


Are any ^ oils, inatches or' other hazardous goods 'kept on 'the 
premises,?-, (see overleaf) 

— 

How is tim building, lighted? . 


If,itghted/.',by kerosene', oil Ipnps, estate what quantity/, dl oi! is 
kept? ' , , '' 



'SmnPmposed . Rate \ PrMium 

Rsa' V/.' ' ' '■©%' ' ' 


Signutuu- 
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AGENT^S REPORT 


1. Are we already interested on the same risk ? If so give 
particulars. 

* 

2. Are we already interested on adjoining risk ? 


n. Are we already interested on any risk within 100 feet ? 


4. Give any tether particulars which you think may "be 
necessary for our use. 


5. State the construction and occupation of adjoining 
buildings. 



Rough plan showing distances (in feet) from adjacent Buildings^ 
Roads and Streets. 


List of Hazardous Goods. 

Acetylene (liquid) Acids of all kinds (except Acetic, Citric and Tartanc}j 
Bamboo Mats, Benzine Benzoline Bichromate of Potash Bi-Su!phide of Carbor 
Bitumen (other than emuisihed Bitumen containing not less than 45% ol 
water and packed in metal drums) Blacks ms., Bone Black, Lamp Biaet 
and Vegetable Black Calcium Carbide Calcium Cyanamide except when packed 
in hermeticaliy sealed drums and each consignment accompanied by the 
Manufacturers’ certificate that the tins contain not more than O.S per cent, 
of carbide Camphine Camphor Candles Caustic Potash Celluloid and Xylonite 
and other similar substanees Charcoal Chlorates of ail kinds Chlorate oJ 
Potash Cinematograph Pilras Cocogem other than in tins and/or in bot|Ief- 
Codilla Coir Yarn Coir Matting and Coir Rope Copra Copra Cake and Copra 
Meal, Cotton (whether in fully-pressed bales or otherwise) Explosives of all 
kinds (including percussion caps) Fireworks of all kinds B’ish Guano and Fish 
Manure Ghee other than Vegetable Ghee in tins *Glycerine Grasses of all 
kinds and Straw Gunny Bags (other than In fully-pressed iron-bound bafes) 
Hessians (other than in fully-pressed iron-bound bales) Jute In fiiliy-presseci 
bales or otherwise Lime LuMcants containing mineral oil or other mineral 
products 'Matches of all kinds Metallic Potassium Mungo Naphtha Naphtha- 
lene Nitrates of all kinds Nitrate of Potash Oils of all , ^kjpds' other than 
vegetable oils 'in bottles Paints (liquid)' PerehloratC'oSf Potash Fennanganatc 
of Potash Peroxide of Potash (Potassium Peroxide) 'Petroleum and' Its liquid 
products Phosphorus Pitch Rags Resin of all kinds Saw Dust Shoddy Spirits 
of all kinds not in bottles, Stearine . 'Sulphides, metallic of all kinds Sulphide 'ol 
^ Potash Sulphur Sulphur Dyes or Colours, (excluding those packed iivairtiglit 
metah vessels labelled witlva ceitifi'cate by Tim ''manufaettners 'that the dyes 
(or colours) contain at least 10 per cent of inert inorganic salts Tallow (inanu^ 
factored or 'unmanufactured) Tar and/br its 'liquid "products’ (other 'tlian'in 
bottles)' Turpentine Vegetable Fibres of, all. kinds Waste of all kinds' '(cx^ 
eluding silk and 'tea waste) 'Wax 'Of all kinds. ' ' ' 

^^Glycerim in.iim, %n mesyin steeldmms or other large p(wkagts\u cl&MiJied 
M8 mn^hazardonyWff anted mt stored witK or within MlfiM af:ptmMngflmU 
ofpmshy nitratm, •meMllie- sulpKideSy strmg adds fibres' 

Machs such os' lamp Mack. '' ' ' ' 
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3. Letter from the Company enclosing Cover Note. 

THE NEW HIND INSURANCE COMPANY, LIMITED 


Post Box No. 413, 
Bombay. 


13th April, 1945. 


Meghji B. Jani, Esq., 
Proprietor, 

The Pravin Stores, 
27, Kalbadevi Road, 
BOMBAY, 2. 


Dear Sir, 

We are in receipt of your letter of the 12th inst., together 
with the proposal form duly filled in, for which we thank 
^ou, and enclose our Cover Note giving you the requisite 
cover, 

Our policy is in the course of preparation, and will be 
forwarded *to you in due course. 


End: Cover Note. 


Yours faithfully, 
A. G. Menon, 
Fire Manager, 
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i 4, Cover Note. 


Policy iVo.-”- 


THE NEW PIIND INSURANCE GO., LTD. 
(Incorporated in IndI;\.) 

liamhmi Division : 
iJ'L Apollo StrcTt, 

Fort, BOMBAY. '' 
i:Uh April, 1945. 

TEMPORARY COVER-NOTE 

* ' 

(Not Exceeding 80 Days.) 

Mr.MeghjiB.Jani^ Proprietor^ The P ravin Stores, 27, KaihndeviEorXi, Bombay, 
liaviog this day proposed to effect an msuranee against Fire and/or Idghtiiing 
for a period of 6 months from 1 3th April, 1945 to 12tk October, 1945, on 
the usual terms and conditions of this Company’s policies and liavlrig agreed 
to pay the undernoted premium on or before the 13th May, 1945, the follow- 
ing property is hereby insured to the extent of Rs. 3/)0() in the manner 
specified below : — 

, ' ■ ■ t 

Rupees Three thousand only 

On stock of cutlery electroplated goods and other nondmzardons gmds their 
ownlin trustjin deposition commission! for tehich . they are respomibie in Bm 
event of loss or damage by fire while stored in godnwn nth 24, Mahendrk' 
Building, Bhandarkar Boad, Mattmga, Bombay, This BuUding is used m' 
godowns for nondiazardous goods and has cement reojing mid fitmring, 

ANNUAL 
HALB’-YEARLY 
QUARTERLY 
MONTHLY. 


Total Rs, ''7 7 ' 3 ' § 


Subject to the special conditions overleaf. .* 

Nofe— Special attention is drawn that premium should be paid on the' 
aforesaid date in accordance with Tariff mules 'revised 'from Tst 
July, 1939.' 

THE NEW, HIND; INSURANCE 

A. C* MenoRp/ 

" ' ' Mmugin 


} Premium @ as. 4 pet eenL Rs. ^7 ■ B i) 

, Dess L'-. I 

R.C.C. 

. Add Stamp duty 


Broker's Name — ^ ■ — 

Licence No . — : ^ 

In lieu of cover note No.- 


IL T.:0'. 
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In the event of the Proposer named overleaf failing to pay the aforesaid 

premiuiii to the Company on or before the -the Compaoy 

shall be entitled to recover from the said Proposer the customary short 
peiioc? scale of charges for the class of insurance mentioned and the acce]}t- 
aoce by the Proposer of this Temporary Cover-note shall be deemed to be 
agreement to this condition. 

The period of liability granted under this Temporary Cover-note ex})irc,s 

at 4 p. m. (S.T.) on the — — and may in no <*asc be 

extended thereafter. 

On payment ,to the Company of the Premium above mentioned on or 

before the said a separate premium receipt will be granted 

pending the preparation and issue of the Policy, unless the Insurance be de- 
ciio^al by the Company, 

No liability for loss or damage under this Temporary Cover-note will be 
admitted unless the premium as shown above be paid to the Company within 
15/30 days of the commencement of the insurance. 

'1 

Your aiteniion is respectfiiUy invited to the relevant portions of Section No, 41 
of the Indian Insurance Act (IV of 1938) which reads us follows ; — 

PROHIBITION OF REBATES. 

(1) No Person shall allow or offer to , allow, either directly or indirectly, as 
an inducement to any person to take out or renew or continue an insurance 
in respect of any kind of risk relating to lives or property in India, any 
rebate of the whole or part of the commission payable or any rebate of the 
* premium shown on the Policy, nor shall any person taking out or renewing 
or continuing a Policy accept any rebate, except such rebate as may be 
allow|sd in accordance with the published prospectuses or tables of the 
Insurer, 

(g) Any person making default in complying with the provisions of this 
section shall be punishable with line which may extend to One Hundred 
Rupees, unless the default is made by a person taking out or renewing 
or eontinumg a policy, in which case he shall be punishable with fine 
which may extend to Fifty Rupees only. 

• t 
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•5. Letter intimaiing Transfer of Insured Goods io other Premises. 

THE PEAVIN STOKES 


27, Kalbadevi Road, 
Bombay, 2. 

8th June, 1945. 

The General Manager, 

The New Hind Insurance Co., Ltd., 

21, Apollo Street, 

BOMBAY, 1. 


Dear Sir, 


Re Fire Policy No. F 214. 


We wish to inform you that our stock of cutlery and 
electroplated articles covered by the above policy has been 
transferred from our godown at 24, Mahendra Building, 
Bhandarkar Road, Matunga, Bombay, to our warehouse at 
112, Masjid Road, Bombay. 

• ' ♦ , 

Please note the above change and send us the neces- 
sary endorsement. 

Yours faithfully, 
Meghjl B. Jani, 
Proprietor, 
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6. Letter advising change in Premium through Transfer of Bisk. 
TUB NEW HIND INSUEANCE COMPANY, LIMITED 


Meghji B. Jani, Esq., 
Proprietor, 

The Pravin Stores, 
2'>, Kalbadevi Road, 
BOMBAY, 2. 


21, Apollo Street, 
Bokbay, 1. 
flth June, 1945. 


Dear Sir, 


Re Fire Policy No. F 214. 


With reference to your letter of the 8th inst., we note 
that your goods covered by the above policy have een 
transferred from your godown at Matunga to your ware- 
house at Masjid Road. 

As the Ma^id Road warehouse is adjacent to^ ware- 
houses containing hazardous goods, a higher ^ate^of ^nas 
eight per cent will be applicable from the date of transfer 

of your goods. 

Our endorsement noting the above change, and o«J 
bill for the extra charge will be forwarded to you sho y. 

' ' , ■ Yours faithfully, ■ 

'* ■' A. G. Menon, ■ 

Fire Manager. 
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7. Letter advising Damage by Fire. 

THE PEA V IN STOBES 


27, Kalbadevi Road, 
Bombay, 2. 

9th August, 1945. 

The New Hind Insurance Co., Ltd., 

21, Apollo Street, 

BOMBAY, 1. 


Dear Sirs, 


Re Fire Policy No. F 214. 


I regret to inform you that a fire broke out in my 
warehouse at 112, Masjid Road, at about 10-20 p.m. 
last night. It was first noticed by Dildt.r Khan, the night 
watchman of the locality, who at once summoned the fire 
brigade by telephone. By the time the brigade arrived the 
premises were completely gutted, and it was only after 
strenuous efforts that they succeeded in extinguishing the 
fire at about 12-15 a.m. I myself arrived at the place at 
11-40 p.tn., having been informed of the incident by a spe- 
cial messenger sent to me by Mr. A. B. Pakvasa, a friend 
residing in the neighbourhood. 

According to my estimate a stock of the value of Rs. 
2,000 has been destroyed. Plowever, please send as early 
as possible your representative or surveyor to survey the 
loss, and also let me know what particulars I have to fujf- 
nish for making a claim. 

Yours faithfully, 

■ Megh|i Jani, . ' 

^ Pmprietor.v''' 
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S. Letter acknowledging Claim ly damage. 

THE- NEW HIND INSURANCE COMPANY, LIMITED 


21, Apollo Street, 
Bombay, 1. 

!)tli August, 1945. 

Meghji B. Jani, Esq., 

Proprietor, 

The fravin Stores, 

27, Kalbadevi Road, 

BOMBAY, 2. 


Dear Sir, 

We have your letter of today informing us of a loss by 
fire which occurred at your warehouse at 112, Masjid Road. 

We ‘have instructed our surveyor, Mr. A. B. Kham- 
b^atta, to survey the loss and shall proceed in the matter on 
getting his report. In the meantime please fill the enclos- 
ed claim form, and return it to us at your earliest conve- 
nience. , „ 

Yours faithfully, 

End: Claim Form. A. G. Menon, 

Fire Manager. 
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9. Claim Form. 

Fire Departments Claiiii Form, 

THE NEW HIND INSURANCE GO., LTD„ 
Incorporated in India 


Claim Under Fire Policy No. 


I/\VE 

the above mentioned Policy 

Dtd., hereby declare that on or about — 

on the day 

a fire occurred as follows : — 


— — holding 

—in the New Hind Insurance Go., 

— o'clock —111, 

of 19 


State the portions of the risk in xvhich'] 
the Mre commenced and to which it spread, ( 
and give the full address and situations of the | 
premises, J 


and that the said fire was occasioned to the 
best of ^knowledge and belief, by, through or in consequence of 


I/WE further declare that at the time of the fire the premises involved 
were occupied for the following purpose! s), viz i — 


I/WE further declare that the actual realisable value of the property 
insured under each separate item of the above Policy under which this <*laim * 
is made, was at the time of the Fire s — 


and that I was/we were the sole owner{s) of the said property, no other person 
having any interest in the same, except {state here the nature of the interes% 
e,g.. Mortgagee, Lessee, etc, — if any)— — ^ ^ ^ — — — - 


I/WE also further declare that the following is a true and eoinplete 
statement' of all Insurances covering loss and/or damage by fire whicli 'have 
been ejected upon the said property : — 


AMOUNT. - 

COMPANY. 

POLICY NO. 



< 
















(NOTEw-^If;thereareinsh^^ With'Ofices\other:'tIjan''',p^^ New. HIM '• 

■ 1; ,:.-;^^;Tn 8 tirance. Co., full eopieb' of alLP^:?BcieS^^ml2st^,be ateehed*^:' 
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I/We do hereby solemnly and sincerely declare tlvat the details appended 
hereto are a Ml, true and correct statement of the loss sustained by me/us 
on the property insured by the Poliey in consequence of aforesaid fire, amount- 
ing to thb sum of Rs. ^ and that the amounts claimed, 

in respect of each and all of the several articles or items of property damaged 
or destroyed constitute their value at the time of the loss or damage, not in- 
cluding profit of any kind. 

I/WE do hereby further solemnly and sincerely declare that I/We have 
not either directly or indhectly, proximately, or remotely caused the loss, 
or by connivance, fraud, or misrepresentation sought to benefit thereby. 
And I/We make the foregoing solemn declarations conscientiously believing 
same jo be true, this day of 19 

Witness 

Age— ^ 

Ad(|ress^ 

Date 

Signature of the Assured - — 

Address — 


Date — — 

Details of claim for property destroyed or damaged 
as required fay the conditions of the Company’s Policies. 

N.B,~A Fire Insurance Poliey is a contract of INDEMNITY only; any 
• claim mast be based upon the a ctual value of the goods or property 
at the time of the loss or damage, not including profit of any kind. 

When arrimg at net amount to be claimed, care should betaken to credit 
the Company with the value of any salvage remaining. 


Item of 
Policy ' 

Description of 

1 Projpetty claimed 

1 m in detlit 

i 

Amount Insured 
thereon in 

The Nw Hind 
Insurance 

Co., Ltd. 

Market i 
value at 
time of 
fire 

Market 
value 
after 
tire ' 

Amount 

claimed 
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10. Letter acknowledging receipt of Claim. 

THE NEW HIND INSURANCE COMPANY, UNITED 


Meghji B. Jani, Esq., 
Proprietor, 

The Pravin Stores, 

27, Kalbadevi Road, 
BOMBAY, 2. 

21, Apollo Street, 
Bombay, L 

11th August, 1945, 

« 

f 

Dear Sir, 



We have received your letter of the 9th inst. together 
with the claim form filled in by you. The matter is receiving * 
our immediate attention, and we shall let you tnow our 
decision after getting our surveyor’s report. . 

’ Yours faithfully, 

, . . A. G. }lenon, 

' ■ ^ , Fire Manager. 
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11. Letter enclosing cheque in Settlement. 

THE^EW HIND INSURANCE COMPANY, LIMITED 


21, Apollo Street, 
Bombay, 1. 

16th August, 1943. 

Meghji B. Jani, Esq,, 

Proprietor, 

The Pravin Stores, 

27, Kalbadevi Road, 

BOMBAY, 2. 


Dear Sir, 

,In continuation of our letter of the 11th inst., we have 
'to inform you that we have now received the surveyor’s 
report which assesses the damage at Rs. 1,850. 

» 

We enclose our cheque for the amount, together with 
a voucher, and shall thank you to return it to us duly sign- 
ed. „ , ^ 

Yours faithfully, 

A. G. Menon, 

End: Cheque & Voucher. Fire Manager. 
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12. Fire Policy Form. 


THE 

NEW INDIA ASSURANCE COMPANY, LIMITED. 

Incobpobated in India — ^Established 1910. 

FIRE-~LIFE~MARINE-~^ACCI1)ENT 

CAPITAL LONDON AGI5NTS 

SUBSCRIBED Rs. 3,56,05,275 Sedgwick Collins (Agencies} ML 

PAID UP 5 , 71,21,055 16, Gmceclmreli Street, E. C. 3. 

Head Office: Bombay. 

POLICY NO SUM INSURED PREMIUM 

This Policy of Insurance Witnessetli THAT UPON 
hereinafter called the Assured paying to The New India Assurance Company, 
Limited, hereinafter called the Company, the sum of 

for Insuring Against Loss or Damage by Fire 
or Lightning, as hereinafter mentioned, the property hereinafter described, 
in the sum or several sums following, namely 

The Company Hereby Agrees with the Assured (but subject to the -con- 
ditions printed on the back hereof which are to be taken as part of this Policy,'^ 
and to such other conditions as are herein expressed)that if the property above 
described, or any part thereof, shall be destroyed or damaged by Fire or light- 
ning, after payment of the Premium, at any time between the 
day of ' ’ iO' , ■ and Four o’clock ' (Standard 

Tiine) in the afternoon of the day of 

19 , , or before Four o’clock (Standard Time) in 
the afternoon of the last day of any subsequent period in respect of whicli 
the Assured shall pay to the Company, and it shall accept the sum required 
for the renewal of this Policy, the Company will pay or- make good all such 
loss or damage, to an amoimt not exceeding in respect of the matter or eacli 
of the matters above specified the sum set opposite thereto, and not exceeding' 
In the whole the sum above mentioned. 

In Witness, Wliereof, tlie undersigned being duly authorised by 'the 
Directors of the Company and on belialf of the Company has/Imve '' hereunto 
set his/their hand at ' this ^ daynf'''" ■ 19-' 

'.Emmined. Branch "^Mmwgtr \ ^ 

Enimd . i . 
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THE CONDITIONS AND STIPULATIONS REFERRED TO 
IN THIS POLICY ARE AS FOLLOWS:— 

1. Tf tliere be any material misdescription of any of the property hereby 
iiisiirefi, or of any building or place in which such property Is contained, or 
any misrepresentation as to any fact material to be known for estimating 
the risk, or any omission to state such fact, the Company shall not be liable 
upon tliis Policy so'*hir as it relates to property affected by any such misdescrip- 
tion, misrepresentation or omission. 

2. No payment in respect of any premium shall be deemed to be payment 
to the Company unless a printed form of receipt for the same signed by an 
Official or duly appointed Agent of the Company shall have been given to tlic 
Assured. 

Jl! The Assured shall give notice to the Company of any insurance or 
insurances already elfected, or which may subsequently be effected covering 
any of the property hereby insured and unless such notice be given and the 
particulars of such insurance or insurances be stated in or endorsed on this 
Policy by or on behalf of the Company before the occurrence of any loss or 
damage, all benefit under this Policy shall be forfeited. 

4. All insurance under this Policy 

(1) on any building or part of any building, 

(2) on any property contained in any building, 

(il) on rent or other subject matter of insurance in respect of or 
in connection with any building or any property contained in any building 
shall cease immediately upon any fall or displacement 

( а ) of such building or of any part thereof, 

(б) of the whole or any part of any range of buildings or of any 

^ structure of which such building forms part, 

PROVIDED that such fall or displacement is of the whole or a substantial 
or important part of such building or impairs the usefulness of such building 
or any part 'thereof or lea ves such building or any part thereof or any property 
contained therein subject to increased mk of fire or is otherwise material 

AND PROVIDED that such fall or displacement is not caused by fire, 
loss or damage which is covered by this Policy or would be covered if such 
building or range of buildings or structure were insured under this Policy- 

In any action, suit or other proceeding, the burden of proving that any 
fall or dlsplaeeispient Is ^used by fire as aforesaid shall be upon the Assured. 

5. This insurance does not cover 

(a) Loss by theft during or after the occurrence of a fire. 

(b) Loss or damage to property occasioned by its own ferment a* 

tion, natural heating or spontaneous combustion [except 
as may be provided in accordance with Condition 
or by its undergoing any heating or drying process. 

' '{c) ' I^oss' or damage' occasioned by or through' or in consequence of 
' , ' ' ' {1 ) , The'burning of property by order of any public authority. 

''^(2) ; Subterranean 'Fire. 

"This ^fhsu'rahee'does not cover any loss or datxiage which either in'Origin 
drpxtent is "directly ot; indirectly, ’proximateiy or remotely, occasioned' by' or 
contributed: to by 'an^r of the following occurrences, or which' either In ^ origin 
of etteiit direct!y'''0'r'1ndireetiyy''proxiinately or '''remotely, 'arises' out' of of in 
:/coanection.with'any/Of such’'Oe'currehces, nanrely':'-^ ’ 

(1) Earthquake, volcanic 'eruptlohy; typhoon, hurricane, tornado,- 
' /''cyclone,: ^ or lothervoonvulsibn ''.of ''nature ^ of ^ atmospheric 
disturbance. 

' (2) War, invasion, aict of /feeign/ enemy,' lEostffitiesO'OrwarEke 
o|>erations fwhether;^.ar'fedeeIared''or. noi)^ 'mulihy, riot,; 
civil commotion, ■frisurfi6ctlon;,/Tebepiob,^ revoMtion,'. cons-' 
, , , piracy, military oriusm^cd:’ power, "martial'':law;'of':'»sW 

siege, dr any of the events or muses which determine the 
• proclamation , or minteiiismce of martial Hw or stale of siego* 
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Any loss or damage happening during the existence of abnorniai coikII- 
tlons (whether physical or otherwise), directly or indirectly, pipximatcly or 
remotely, occasioned by or contributed to by or arising out of or iii' eoriiiccdioii 
with any of the said occurrences shall be deemed to be loss or daouigo wiiic‘h 
is not covered by this insurance, except to the extent that the Assured shall 
prove that such loss or damage happened independently of the existence of 
such abnormal conditions. 

In any action suit or other proceeding, where the Company alleges that 
by reason of the provisions of this condition any loss or damage is not co vered 
by this insurance, the burden of proving that such loss or dantage is centred 
shall be upon the Assured. 

7. Unless otherwise expressly stated in the Policy this insurance does 
not cover 

(a) Goods held in trust or on commission. 

(If) Bullion or unset precious stones. 

(c) Any curiosity or work of art for an amount exeeeding^£ 20. 

(d) Manuscripts, plans, drawings, or designs, patterns, models or 

moulds. ^ ^ 

(c) Securities, obligations, or documents of any kind, stamps, 
coined or paper money, cheques, books of account or other 
business books. 

(/) Coal, against loss or damage occasioned by its o%vn spontan- 
eous combustion. 

(g) Explosives. 

(k) Any loss or damage occasioned by or through or in consequ- 
ence of explosion; but loss or damage by explosion of 
gas used for illuminating or domestic purposes in a buihling 
in which gas is not generated and wdiich doc^s not form pgtrt 
of any gas works, will be deemed to be loss by fire within 
the meaning of this policy. 

(i) Any loss or damage occasioned by or througiror In con- 
sequence of the burning whether ac(ddenta! or otherwise, 
of forests, bush, prairie, pampas or jungle, and the elearihg 
of lands by fire, 

8. Under any of the following circumstances the insurance ceases to 
attach as regards the property affected unless the Assured, before the occur- 
rence of any loss or damage, obtains the sanction of the Company signified 
by endorsement upon the Policy, by or on behalf of the Company; 

(a) If the trade or manufacture carried on be altered or if the 
nature of the occupation of or other circumstances affecting 
the building insured or containing the insured property 
' be changed in -such a way as to increase tlie risk of loss 
or damage by fire. 

' (d) If the building insured or containing, the insured ^ property 
become unoccupied and so rcniain dor -a' ■period,, of, more 
than 80 days. 

, ,(c) If property, xnsured'bC'removcd. toriny l)UiMinirorp|a<?e other 
than that in which it is herein stated,, to ,be .insured," " 

(i) If the interest in the property insured pass' froitr the Assured 
, otherwise ■than by, w,jil or , operation ,uf ,lawv,' '■, 

8. ■ ^This insmunce does, not cover' any' loss- ■o.rdainage to, ■property ■which, 
at the- time of the happening of such 'logs of damage, is^inaured by or woijld, 
but, for the' existence of , this PoIicy,,be, insured 'by', any 'Marine Policy or Policies 
except in respect ^ of any , excess beyond ' the' ' amount: ' which would , have lieen '' 
payable under' the Marine, 'Policy ■dr Policies, had this insh,ran'ce,not been eiffectedv , 
„■ : ,10. Phis insurance ,may',Jbe' termmated':at , any^ time''' at the irequest of’ 
the', ..Assured^ in which case, the Company ■'wiM ''retain- tiMj 'Customary sliort |>erlod 
rate, 'for , the .Uhie,, the ;pblicy 'has deehm: force. , '-Phfe''''infe'i»ance, may' also at'fsny 
tune' be terminated at the option of the Company, dif nollcebo that e'^eet 'being 
given tO' the Assured, in which case the Company shah be HaMc" to repay on 
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deniaad a ratable proportion of the premium for the im expired term from the 
date of tlic caneeiinent. 

11. On. the happening of any loss or daniage the Assured shall forthwith 
give notice thereof to the Company and shall within 15 days after the loss or 
damage or siieli further time as the Coinpjiny may in writing allow in that behalf, 
deliver to the Company 

(a) ii claini in writij'ig for the loss and djumige containing as 
pt\i‘tJcular an account as may be reasonably practicable of 
all tl'ise several articles or items of property damaged or dcs» 
i;Foyed, and of the nniount of the loss or damage thereto 
respectively, having regard to their value at. the time of tlie 
loss or damage, not mciuding profit of anyjdnd. 

(bi. particulars of all other insurances, if any. 

Ttie Assured siiali also at all times at his own expense produce, procure 
and give to the Company all such further particulars, plans, ■specirs.cattoiis, 
books, vouchers, invoices, <luplicat8s or copies thereof, documents, proofs and 
Information, witii respect to the claim and the origin- and cause of the fire and 
the drcumstances under wliicli the loss or damage occurred, and any matter 
touching the liability or the amount of the liability of tlic'Company-as may be 
reasonably required by or on behalf of the Company together with a deela-' 
ration on oath or in other legal form of the truth of the claim and of any 
matters connected therewith. 

No claim under this Policy shall be payable unless llie. terms of this condi- 
tion have been complied with. 

13. On the liappening of any loss or damage to any of th,e property in- 
sured by this Policy, the Company may 

(a) enter and take and keep" possession of the building or premises 

^ where the loss or damage has happened. 

» (5) take possession of or require to be delivered to it any property 

of tlie Assured in the building or on the premises at the time 
* , of the ' loss or damage. 

(fj) keep possession of any such property and examine, so:rt» 
arrange, remove, or otherwise deal with the same. 

(dj sell any such propei*ty dr dispose of the same for account of 
whom it may concern. 

The pmvcjrs conferred by this Condition shall be 'exercisable by the Com-' 
■pany at any' tlnn- until^ofciceinwriting is- given by the Assured that he makes 
no claim under 'the Policy, or, if any claim is made, until such' claim is finally 
determinc'd or withdrawn, and the Company 'slmll not by any act done In the 
exercise or purported ''exercise of its powers hereunder, 'incur any liability to 
:fche Assured- or diminish its' right to rely upon any of the' conditions- of this 
Poiky/in ' answer to tmy claim. ■ 

, ' if the Assure4'; ornny person on, his behalf 'shall not comply with the require- 
'caents' of tho Company .pr shall hinder'- or obstruct the Company in the exercise 
of 'Itsjpowers -hereunder, "allbeneht under this- Policy shall be forfeited. ' ' 

, ' ;- ' The Assured not -In any , case ■ be ■■ entitled- to abandon any ' property to 
.the ,-Cbihiiahy ' whether thkeh" possession: of by the- ''Company or ' not. ' 

' '-''''"-''.'-llh' '; lf',the:dlaim'be'-in^.any''raspcct-:fraudulent,'or'if''any'-false declaration 
■foe' made or used in,'siij)por't',there,of, .or 'if-' any.-'feaudulent means, or devices 
are used by the:' Asshred'' 'of ^nydhe acting on"-his-fo'ehalfto obtain any.foenelit' 
under this Policy: or, ..if the loss, or damage :fo'c;"oc€jasioned-' by -'.'the wilful Act, 

, or: with -the' con.nivanee,:of' the. Assured..: or» if -the -claiicn 'be nmde .'and-' rejected 
:an.dAn"aetipn':'.dr suit ber.,'not ''Cohnnehhed: wi-il,iln‘thfee''m^ after:' such:'re^ 

8 3llon,--or (in. 'cwe'.of an." ".arbitration .'taking, place 'in, pursuance ;'of, the T 8th 
adlticKtt'.of 'thie policy), -within three."tnonths'After the, arbitrator "or Arbitrators 
or nmpifO shal have ihade their^award^-ahheneit underAhis Policy "shall, be 
forfeited. . ' ' ^ * 

' , ,14'.'' 'The "Company ''may at ' its /optibn’'reihstnte'or' replace, thO'prope'rty' 
damaged or destroyed or part' thereof, '''instead of , 'paying 'the' am'Ount of 

tho.iloss or .dantapf 'Or’-may'.'jqin: witb' any, '.other 'Company .or; Insurers; In' to 
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doing, but tlie Company slitili not be bound to reinstate exactly or completely, 
but as circumstances permit and in reasonabiy sufficient manner, and in no 
case shall tlie Company be bound to expend more in reinstatempit than It 
wouldluwe cost to reinstate such property as it was at the time of the occur- 
rcjice of such loss or damage, nor more than the sum insured by tlie Coiiipjiny 
th,creOii. 

If the Com]>any so elect to reinstate or replace any properly the Asfuircd 
shall, at his own expense, furnish the Company with such plans, siiccifieations, 
measurements, <|uantities, and such other particulars as tlie Cornpany mny 
require, and no acts done, or, caused to be done by the Company with, t% vienv 
to reinstatement or replacement shall be deemed an election by the (•oin,- 
paoy to reinstate or replace. 

If in any ease the Company shall be unable to reinstate or repair the 
property hereby insured, because of any Blunicipal or other regulations In 
force affecting the alignment of streets, or the construction of buildings, or 
otherwise the Company shall, in every such case, only be Ihible to pay sticli 
sum as would be requisite to reinstate or repair such property if tlie same could 
lawfully be reinstated to its former condition. ^ 

15. The Assured shall, at the expense of the Company, do and eouciu’ 
in doing, and permit to be done, all such atd.s and tilings as mjiy be necessary 
or reasorndjiy required by the Comjxany for the purpose of enforcing a, ny rights 
and remedies, or of obtaining relief or indemnity from other parties to which 
the Company shall be or would become entitled or sulirogated, upon its paying 
for or making good any loss or damage under this X^oIi<.y, whether KU{*li juds 
and things shall be or become necessary or required before oj* a.fter Itis in- 
demaffication by the Company. 

16. If at tlie time of any loss or damage happening to any property here- 
by insured, there be any other subsisting insurance or insurances, whether 
effected by the Assured or by any other person or persons, covering the same ^ 
property, this Company shall not be liable to pay or contribute more than its 
ratable proportion of such loss or damage. 

17. If the property hereby insured shall, at tlie breaking out of imy 
fire, be collectively of greater value than the sum insured thereon, fclien the 
Assured shall be considered as being his, own insurer for ;the diflbreiu'ts mid 
shall bear a ratable proportion of the loss accordingly., Every item,, If more, 
than one, of the .Policy 'shall be separately subject ,to this condition. 

18. ; If any difference arises as' to the amount of 'ttny loss or damage, such ,, 
'difference shall independently of all. other questions1>e referred to the decision 
of an arbitrator to be appointed in writing by "the parties ' In ' dilfcrence,. or if 
they cannot agree upon a single arbitmtor, to the dedsion.of two' disinterested 
persons as arbitrators, ofwhom one shall be appointed in’ writing tiy eabli of The 
'parties within two , calendar ""months after having,, been required' so id, 'do 'in 
writing by the other party. , , In ease cither party shall refuse or 'fail to 'appoint, 

. an 'arbitrator within' two, 'Calendar months''' after receipt of ^notice', ih, 'writing, 
requiring, an appointment,' the other, party- shall '''be' 'at liberty toAipjpoint 'ii ,' 
sole arbitrator and. 'in 'Case '...of disagreement .. between., ’.the 'qrbitra tors, '.the 
diflerence shall he 'referred to the 'decision.. 'of an."umpire' .'who: shall'"lmve been 
appointed . by them in w,riting.' before'' entering' bn , the ■ 'reference and :' who shall ' 
s|t with, the ' arbitmtors ,, and.. ;:preside.'’iat;' their ''i'.iheetings., ’.'..The death,. of '.Jpty 
'party,. shall' not' revoke or, 'affect the ahthority.''Or',’"powers''bl the.'." 'arlHtrator,. 
.arbitrato,rs,.'''0.r mmpire' respectively;:, ^'■ahd in the ■event ’0.f the death of an. »]rhi.t-'': ' '" 
''m't0r,.or umpire, aaother.'sh.all in each ca'ae be 'appointed' !n ■hl^ stead by the,, party,': '' ' . 
.■'Or .arb!trators(as,the 'ca»e.may;be');by .whom the-arbitotbr ,br umpire .so dyin^-was-'. ■ 
, appointed. " Tbe costs 'Of'the/referenoCan^ of ..the.' award shai.fee,iii'':tlwdisc.retioti 
of the arbitrator, arbitrators or umpire - making the award. And It is hereby 
expteply stipulated . and declfited tirat it shall be a condition uteewtent to 
ahy rf%ht of action or suit upon this PoMcf that" the aw«»d by ftum arbitrator, 
arbitrators or umpire of the amount Ojt'the.Jbss or damage If disputed shall 
be * bbtalned. ' , ' 



CHAPTER XVin 


INSURANCE CORRESPONDENCE (Continued) 

% 

Marine Insurance 

What is Marine Insurance? — It is a contsact w]iereb3’', 
in consideration of the payment of a sum of money called, 
the premiu'fH, the insurer undertakes to indemnify the in- 
sured, in the manner and to the extent specified in the con- 
tracts, against marine losses, that is, losses incidental to sea 
voyage. The contract of insurance is embodied in an in- 
strument caflled the Marine Insurance Policy. The person 
indemnified is called the insured, and the insurer is also 
known as the underwriter. 

Place of Marine Insurance in Commerce.— -Marine in- 
surance is of very great importance in international trade. 
Soth the shipper of the goods and the ship-owner run the 
risk of incurring losses on account of the perils of the sea 
to which their property is constantly exposed. They 
would not venture upon their business imless they were 
protected from such losses, and it is the aim of marine in- 
surance to giue the:^i this protection. Nowadays transport 
by land and air also is covered by; marine policies. 

Marine insurance also helps traders to obtain finan- 
’ dal assistance from bankers. For example, if a shipper 
app!iies;to a banker for credit, facTities and offers shipping 
documents as security, the banker will not ordinarily 
■grant the •' request the, 'documents offered' are in' res- 
pect of shipmonts which are in ITns is another rea- 

.',spn,why, shippers.' insqre,,iheir,'sM 

Insurable ; In ' -marine '. ihsurance, , ; as , ' indeed',, in 

all other kinds of :insurance, the insu must have ah in- 
'■ "' surable interest'; in;, ';''the ,\prqp,e,f ty, insured.' ^ A’" person ."is , said 
io have an insupble;'mterest;in''';'Some'th,in^^ .he' is "iso 
situated with regard to "that thing that he trould heheftt 
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from its existence and be prejudiced by its destruction or 
damage'. The following are examples of persons having 
insurable interest: (a) the ship-owner and the owner of 
cargo to the extent of the value of their interest; (b) the 
mortgagee to the extent of the sum due to him by the 
mortgagor; (c) the insurer to tlie extent of his liability. 

It is not necessary that m every case the insured must 
have an insurable interest at the time when insurance is 
effected. It is sufficient if he acquires such interest during 
the currency of the policy, because he must have iqsurable 
interest at the time of loss. 

Losses. — ^Marine losses are of twm kinds; Total'' and 
Parlml. A Total Loss may be Actual or Constructive; 
Partial losses comprise Particular Average and General 
Average. 

An ActuMl Total Loss occurs when the subject matter 
insured is wholly destroyed or is so damaged that it ceases 
to be the thing insured. Examplles of such a loss are:* (1) 
when a vessel after leaving a port disappears completely; 
(2) when hides are so damaged by sea water that they be- 
come valueless as hides. 

A Constructive Total Loss occurs when the subject 
matter is reasonably abandoned because its total loss ap- 
pears unavoidable, or when it is so daKiaged'’that the cost 
of repairs would exceed the value it might have after it 
has been repaired. In every case of constructive total loss 
the insured must give the insurer notice of abandonment. 
If this is not done the loss will be considered as pcMial, 
unless the notice is waived by the insurer. An abandon^ 
ment is the surrendering to the insurer of the interest of 
the insured in whatever remains of the subject inatter of 
insurance, and at the same time claiming froMfi tiie insurer a 
total loss. 

, Average. The word is used in a piecial sen^ in ma- 
rine insimtoce,^whpp il signifies lo^s pr 

Average. 'When i^‘ 
a i^p or its cs6*ip>, 

. 1 , j 




(I if? 
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expenditure is voluntarily and reasonably made, e.g., by 
throwing cargo overboard to prevent the ship from foun- 
dering, \he owner of the ship, the owners of the cargo, and 
the persons entitled to freight — all these make a contribution 
to make good the loss incurred for the benefit of all. The 
contribution made by each is in proportion to the value of 
his interest in the ship, freight, or cargo. Such a contribu- 
tion is called General Average contribution. 

Pdrticular Average. When, however, the loss or dam- 
age suffered affects a particular interest, e.g., accidental 
damage to the goods by sea-water or fire, or to the ship by 
collision, the loss must be borne by the party concerned, 
and is called Particular Average. Some of the important 
clauses mentioned in marine insurance policies are: Free 
of Average (F.A.); Free of All Average (F.A.A.); Free of 
Particular Average (F.P.A.). Free of Average and Free 
of All Average exempt the insurer from liability of both 
Particular Average and General Average. Free of Parti- 
cular Average exempts the insurer from liability for only 
ParticiJar ' Average. Foreign General Average (P.G.A.) 
refers to a clause in marine insurance whereby the insurer 
in paying a General Average loss agrees to be bound by 
the calculation of the loss according to foreign law. 

Kinds of' Marine Policies. — The principal kinds of 
marine policies are as follows: — 

Voyage Policy, By this, the goods are insured for a 
particuUar voyage, say from Madras to London. 
fkm Policy, This insures goods for a specified 
p<^od^ e.g., *|rom noon, 1st January, 1941, to noon, 
1st Jainstwya 1942’. Policies of this kind are gene- 
j rally ta^n^put fpr the inswran<fe of the hulls of 

^ 

Thia covers^ riskj. for a specified 
.,-,4 I ^ stated, period. 

Stat^, the vaine of the goods 
I ’ i 4^«td to.fcy the insared (apd,the insurer. 

not necessarily the actual value 
of the goods Insured, , 
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Unvalued Policy. In this, the \'aliie oi the goods is 
not stated, but is left to be proved after the loss has 
occurred, subject, of course, to the hniil of the 
sum assured. 

Floating or Declaration Policy. Wfien a merchant 
makes frequent shipments of one aud the same 
type of cargo and does not wi.sh to take out a sepa- 
rate policy for each consignment, he takes out a 
Floating or Declaration Policy for u round .sum re- 
presenting approximately the tola’ value- of his 
consignments during a certain period, say three or 
six months. The premium is generally collected 
in advance for the full amount. As each shipment 
is made, its nature and other relevant particulars ' 
are declared, and the amount of declaration written 
off the policy. When the total amount of declara- 
tions becomes equal to the face value of the policy, * 
the insured may take out a new policy. Poruas 
known as Declaration Forms are supplied to the 
insured, on which he enters particulars of each 
shipment. * 


Open Policy. This is a kind of undertaking to insure 
a certain class or classes of goods be shipped to 
specified destinations during a period of time, 


usually twelve months, the amount of the policy 
being the maximum acceptable to the company on**' j 
each steamer, and being not exhausted by declara- ,i 
tions. A separate Certificate is issued in respect 
of each shipment and the premium collected f'f 
against each certificate. Ihe Open aits out d 

the conditions of insurance and the r»t«s for diffe- || 
rent commodities and ports, and hls If 

Valuation* Clause, .whereby the gOodst fare 
for insurance ptufposto bn a ceirtalo 
WhiA ^ littreW ’ 
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It is a condition of both the Declaration aiid the Open 
Policies that the insured shall declare to the company 
e&ch consignment insured thereunder. 

Lloyd’s and Marine Insurance Companies. — Moi’ine 
insurance buainess is transacted mainly by (a) Lloyd’s 
Underwriters, and (b) Marine Insurance Companies. 

Lloyd’s is the name of an association of underwriters 
in London, engaged principally in the business of insuring 
ship’s and their cargoes. Lloyd’s, i.e., the Corporation of 
Lloyd’s, does not transact business as a Corporation. Insu- 
rance is transacted by and with the members of Lloyd's, 
i.e?, each member acts as an insurer. 

Marine insurance companies are usually joint stock 
companies. In England some of these specialize in marine 
insurance, while others combine it with other classes of 
insurance. In India almost all the joint stock companies 
undertaking marine insurance effect other kinds of insur- 
ance as well. 

If m^arine insurance is to be effected with any of Hie 
joint stock companies it is not always necessary to do so 
through the medium of a broker, but all insurance business 
at Lloyd’s has got to be transacted through a broker. 

How Marine Insurance is effected. — In England, where 
marine insurance is almost invariably placed through bro- 
kers, a business man wishing to effect insurance approaches 
a broker doing marine insurance business, and gives him 
particulars of the risk to be covered, e.g., of the cargo, voy- 
age, time, etc. The broker prepares a ‘slip’ or memoran- 
dum setting out this information, and submits it to an un- 
derwriter,’ who quotes a premiiun. If this is acceptable, 
the underwriter enters the rate on the slip and initials it, 
Slikh i^gnifieg that he has accepted the risk. His liability 
;:«teae»dBS as soon as he initials the slip. He then sends 
Note for the premium to the looker, who, though 
of the undearwrlterj is responsible by trade usage 
the .payment of, the premium by the insuredi In due 
■coulTE®, a policy te |)repared embodying the terms and cpn- 
'‘ditiotts of the contract and sent to the insured. In Ind|a, 
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however, insurance is oi'ten placed uirect by the insured 
with the insurance company. Even when a broker is em- 
ployed, a slip is seldom used. The company issuok the 
policy immediately the risk is accepted and the rate agreed 
to. Sometimes a cover note is issued to Hit' insured, pond- 
ing the preparation of the policy. In ca.se.s wiiere a broker 
is employed, although he is legally resiiunsible lor the pay- 
ment of the premium, it is coranum for the company to 
submit the debit note for the premium to the insured and 
to negotiate direct with him for its collection. 

Assignment of Marine Policies.— Marine policies on 
cargo are freely assignable. To assign such a policy \he 
assignor has merely to sign his name on the .back, as in 
the case of a cheque. A policy taken out on Iho hull of a 
ship cannot, however, be assigned without obtaining from 
the underwriter written permission to do so. The endorse- 
ment, signifying assignment, on hull policies, is generally 
more detailed, e.g., ‘the interest heroin is transferred .to 
(Signature) (Date)’. 

Settlement of Claims. — ^In the case of any lo.ss of or 
damage to the goods detected at the destination, the claim- 
ant is required to notify it to the Company’s Surveyor 
mentioned in the policy. After the Survey has been com- 
pleted the relevant papers are submitted to *the Settling 
Agent, who is also named in the policy. This may be 
either the Company’s own Branch Office or an Agent ap- 
pointed for the purpose. A Company doing world-wide 
business usually has Settling Agents in all the important 
ports of the World, with power to settle claims and draw 
on the Company under a Letter of Credit ’estabMshed 
through a Bank. The documents normally required in 
connection with the settlement of a claim are th® oM^rfal 
Policy, a copy of the Invoice the Survey Eeport, and* if 
possable, a copy of the Bill of Ladtog. As s Marttoe Iii- 
sarance Pbliey is a ne^tiafele deeumeait, a daim tswd ib# 
settled only m ^6du»tidtt ai Ui® ^Sr^aal ■Itttfitt 

ease is the m* | 

'ftiirt5d'4o 
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prospect of I'ecovery of the claim in part or whole from 
the Carrier or any other party, the Company will obtain 
a Letter of Subrogation from the claimant, whereby the 
Company acquires all the claimant’s rights and remedies 
against that party, and the claimant undertakes to produce 
such documents and take such steps (at the expense of the 
company) as may reasonably be required of him for en- 
forcing .such rights. 


l.t Letter ashing for a Marine Policy. 

MULCHAND AND COMPANY. 


27, M. J. Masket, 
Bombay, 2. 

3rd April, 1929. 

fhe New Insurance Co., Ltd,, 

Sir Phirozshah Mehta Road, 

BOMBAY, 1. 


Dear Sirs, 

We shall be obliged if you will issue in our name an 
P.P.A. policy including War and Riot risk, in triplicate, to 
cover our shipment of piecegoods of the value of Rs. 30,000 
from Bombay to Karachi per s.s. “Englistan”, leaving 
Bombay shortly, making the claim, if any, payable at 
I&rachi. 

Please issue, as usual, "h temporary cover pending the 
preparation of the policy. 


Yours faithfully, 
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2. Letter from the company enclosing a ('ovn Xotr p( ndlim the 
preparation of the Policy. * 

THE NEW INSUEANCE COMPANY, LIMITED 


SiH P. M. Hi) VI), 
BoAUilY. J. 

4lh Apnl, 


Messrs. Mulchand & Co., 
27, Mulji Jetha Market, 
BOMBAY, 2. 


Dear Sirs, 

Wc thank you for your letter dated the 2rcl April, and 
enclose our Temporary Cover Note for your shipment of , 
piecegoods per s.s. “Englistan” leaving Bornhay for.Kaj-achi. ' 

Please lot us know the number of bales, with shippiitg 
marks, when we shall prepare and forward you the policy. 

Yows faithfully, 

B. T, Hill, 

End; Temporary Cover Note General Manager.' 
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3. Cover Note. 

No! 7200 Marine Department. 

THE N.EW IN SUE AN CE COMFANf, LIMITED 

Sir P. M. Roau, 
Bombay, 1. 

4th April, 1929. 


Messrs. Mulchand & Co., 
27, ‘ Mulji Jotha Market, 
,BOMBAY, 2. 


As requested, you are hereby held covered, subject to 
the usual conditions of the Company’s Policy, to the ex- 
tent of Rs. 30,000 (Rupees thirty thousand) only. 

On piecegoock. 

Per . 9 , 5 . “Englistatr. 

* 

From Bmnhatj to Karachi. 

Warranted F.P.A., War and S.K.C.C.* 

Rtite I 2 o,nn<is % -! Surcharge, Wai and SllCC lah cni- 
rent on ilje date^ of sailing. 


B. T. Hill, 
General Man.aoer. 


This acceptance is good for 24 hours after 
departure of the vessel from Bombay harbour. 


Ill' ;' 

Striks^.yEiert; ,ap4 CO'm'r»ofci4p*' 
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4. Letter asking for the issue of a Floating Marine Poliey. 

M U L C H A N D AND COMPANY. • 


‘J7, M. J. M.iHKKT, 
Bombay, ‘i. 

12th March liMS. 

The New Insurance Co., Ltd., 

Sir Phirozshah Mehta Road, 

BOMBAY, 1. 


Dear Sirs, 

Please issue in our name a Floating Policy for Rs. 50,000 
covering All Risks including Leakage and Riot on our 
consignments of vegetable oil in tins to be railed from 
Bombay to any place in India. The policy should caver the' 
risk from 15th March, 1945, to 14th March, 1946. 

Yours faithfully, 
Mulchand & Co. 
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5. Letter enclosing a Floating Policy. 

THE NEW INSUEANCE COMPANY, LIMITED 


Sir P. M. Road, 
Bombay, 1. 

14th March, 1945. 


Messrs. Mulchand & Co., 
27, Mulji Jetha Market, 
B^OMBAY, 2. 


Dear Sirs, 

We thank you for your letter of the 12th inst,, asking 
us to issue a Floating Policy for Rs. 50,000 on your consign- 
ments of vegetable oil. 

As'desired, we enclose policy No. M. 2356, together with 
,our Debit Note for Rs. 1251, being the amount of the pre- 
mium at 2| per cent and the stamp duty of Re, 1. 

Please declare each shipment as and when made, giv- 
ing partidulars 'of the number* of tins, destination, value, 
and the number and date of the R/R. 

Yours faithfully, 

B. T. Hill, 

End: Policy. General Manager, 
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^ 6, Letter intinmimg the Declaration off a Marine Policy, 

M U L C II ANB AND CO M F A N Y.' 

€ 

27, M. J. Market. 
Bombay, 2. 

20th March. 1945. 

The New Insurance Co., Ltd., 

Sir Phirozshah Mehta Road, 

BOMBAY, 1. 

f 

Dear Sirs, 

Please declare the following good.y off our Floating 
Policy No. AI.2356: 

From Bombay, 

To Pallia, 

Name of Steamer By Rail, 

Bill of Lading No. R.B.Nn.B/ld 18342 dated imh Mmah 

J945. 

Number of Packages UO Tins of vegetable oil. „ 

Marks. 

Amount declared Rs, 4,550. 

Yours faithfully, 
Mukhand di Co. 
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7. Certificate of Declaration. 

No. 2K5. 

THE NEW INSEE'ANCE COMPANY, LIMITED 

e 

Sib P. M. Road, 

Bombay, 1. 

* 20th March, 1945. 


* Certificate of Declaration Under Stamped Policy. 


Wc hereby cerfify 
have this day made a 


that Messm. Mulcluind c£ Co., 

- Declaration to tlic extent of 
) hi' words) Rupees Four thoimmd five Imulred and 
Policy No. M 25-56 dated IMh March, 1940 by this 

and are held insured under the said policy. Marks 
or as per bill of lading. P‘ ^ 

as Customary. 

105 Tins of vegetable oil { B. R- No. BjTl 48342 of 
Itfih March, 1945. 


Bombatj 
Rs. 4550 
under 
Company 
as under 
average 


Per S. 
from ..... .. 


c Jiaik. 

— 


tn cose of daiiiage_Certiflcate of 
Survey to he obtsinea from 

Tlw Cpinpanws 

if: f 9 Main Simi, ' . ■ 


■Patna . , 


Jar The New 


Insurance Co., Ltd. 
B. T. Sill, 


General Manager. 
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8, Letter from insurance company stating that a Floating Policy is 
fully declared. 

f 

THE NEW INSUEANCE COMPANY, LIMITED 


Sib P. M. Roab, 
Bombay, 1. 

2nd January, 1946. 

Messrs. Mulchand & Co., 

27, Mulji Jetha Market, 

BOMBAY, 2. 


Dear Sirs, 

Re Floating Policy No. M2356, 

f 

Please note that by your last declaration dated the 25th 
December, 1945, the above policy now stands fully declar- 
ed. 

We shall be glad to hear from you whether you wish 
us to issue a fresh Floating Policy in your name on the 
same terms and conditions as those of thS last policy. 

Assuring you of our best services at all times, 

* We are, 

Yours faithfully, 

B. T.,Hill, 
General Manager. 
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9. Letter making a Claim under Marine Policy. 

NEMANI AND COMPANY. 

25, Chowrangi, 

Calcutta. 

23rd August, 1944. 

The National General Insurance Co., Ltd., 

Royal Exchange Building, 

Sham Bazar, 

CALCUTTA. ■ 


Dear Sirs, • 

Claim under Policy No. M2.0135. 

We regret to bring to your notice that out of 500 bar- 
rels of D'.D.T. powder insured under the above policy, per 
s.s. "Kutsong”, from Bombay to Calcutta, and delivered to 
us on the 21st inst., 34 barrels were found to be in a damag- 
ed condition. According to the terms of the policy we got 
tlje damage surveyed by Mr. B. L. Smith, your authorized 
surveyor, and attach his report herewith. We are, there- 
fore, obliged to base our claim as under: — 

Value 30 parrels found broken and Rs. as. p. . 

contents partially lost. 150 0 0 

•Value of 4 barrels damaged by sea 
water and contents made useless 400 0 0 

Surveyor’s fee, 25 0 0 

Total Rs. 575 0“0~~v 
We are also enclosing the original policy and the sup- 
plier’s invoice, and shall thank you to send us your cheque 
in, settlement of the claim. 

' Yours faithfully, 

Neman! & Co. 

Enclos. ■ 

1. Surveyor’s Report. 

2, Insurance PoEcy N5. M.20135. 

■3.' SuppEer’s' Invoice. ■ / ' , ,, ' , ■ v " 

ao ' , ; ' 'i; 
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10. Letter settling the Claim. 

THE NATIONAL GEMESAL INSURANCE Co., Ltd. 


R. E. BrrLDtN'O. 

SUAM l^AZAK, 
CaLCUT'1’ 


2 7) h Aii^^ua I, 194 1. 


Messrs. Nemani & Co., 
25, Chowrangi, 
CALCUTTA. 


Dear Sirs, 

We are in receipt of your letter dated the 23rd inst. 
containing your claim for Rs. 575/- (Rupees five hundred 
and seventy five only) together with the Surveyor’s Re- 
port, the Insurance Policy and the Suppliers’ Invoice. 

Your claim has been accepted, and we enclose a cheque 
No. ® 2345 dated the 27th August, 1944, on the Imperial 
Bank of India, in full settlement of your claim, " 

Please return the enclosed claim voucher duly .dis- 
charged. 


Enc: 1 Claim Voucher. 
2 Cheques. 


Yours faithfully, 
K. S. Kishori, 
General ^lanager. 
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11. Letter making a Claim under a Marine Policy. 

■ G. M. MOHAJMADALLY & SONS 

1 

’ 9, Hornby Road, 

Bombay. 

29th November, 1946. 

The New Insurance Co., Ltd., 

BOMBAY. 


Dear Sirs, 


Re Claim under Policy No. 81654 


We regret to inform you that out of the 6 cases^ con- 
tainins 6 Lathe Mills shipped per s.s. “Empire Nile and 
insured imder your above policy, only 5 cases ^ 
delivered to us by the Steamer Company, 
show that the sixth case has not been landed in Bombay 
.Id cannot be traced. Of the 5 cases received in om _ o- 

down, one case was in a damaged 
it we found that many of the important parts of the macl 
deT wS broken, iiis Lathe Mill is, therefore, useless 
to us and we have to ask you to pay us the inured va u 

ofthis machine and of the 

ed to us. The damaged Lathe Mill is 

tion by your representative at our godown adjoining oui 

oiSce premises. 

; , Yours faithfully, 

, i ' ;■ ; . G. M. Mohamadally & Sons. 
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12. Letter from the Insurance Company contesting the Claim. 

THE NEW INSURANCE COMPANY, LIMITED 

Sir P. M. Road, 

Bombay, 1. 

2nd December, 1940. 
Messrs. G. M. Mohamadally & Sons, 

BOMBAY, 1. 

Dear Sirs, 

Re Claim under Policy No. 81654 

We are in receipt of your letter dated the 29th ultimo 
intimating a claim under the above policy. 

We regret we are unable to accept your claim for the 
full insurance value of the Lathe Mill received by you in 
a damaged condition. When our surveyor came round to 
your godown for inspection he pointed out to you that the 
majority of the parts which were damaged could be repair- 
ed and the others replaced. We have to invite your atten- 
tion to the following replacement clause which appears in 
your policy; • 

In the event of Claim for loss or damage recover- 
able hereunder, the Company only to pay the cost of 
repairing or, if necessary, replacing the damaged part 
or parts, hut such cost in no case to exf^eed the insured 
value of the parts so damaged. 

We are willing, therefore, to pay the cost of the repairs 
and replacements, and if you will kindly agree, we will en- 
trust the work to a firm of Engineers. 

Regarding your claim for non-delivery of one case con- 
taining a Lathe Mill, we have to point out that our policy 
is on W.A. terms, Including breakage, and does not cover 
the risk of theft, pilferage or non-delivery. We suggest, 
that you present your claim in this connection to the Steam- 
ship Company, which is responsible for delivery of the full 
number of cases shipped by them. 

Yowfs fai&^ly, 

^ - B. T. nil* 

Qmmd 



CHAPTER XIX 


’ BANK CORRESPONDENCE 

General.— A bank is an institution whose main busi- 
ness is receiving deposits from the public and granting 
loans to them in such a manner as to make a profit for 
itself.. With the passage of time and growing competition 
banks have begun to take upon themselves a number of 
functions other than those mentioned above. Before 
studying the different types of letters relating to the busi- 
ness of banking it would be appropriate to consider the 
principal functions of a modern commercial bank. 

Functions of a Bank.— The principal functions of a 
bank are as follows: 

' ’ 1. To receive deposits of money. 

2. T® grant loans. 

3. To discount bills of exchange. 

4. To act as agent for its customers, 

5. To act as referee as to the standing of its customers, 
and, to ob|ain for them information regarding the 
credit of other traders. 

6. To take charge of valuables for safe custody. 

7. To issue various kinds of Letters of Credit and 
Bankers’ Drafts. 

(1) The money deposited by a customer with a bank 
may be in the form of (a) Current Account, (b) Fixed De- 
posit Account, or (c) Savings Bank Account 

. '.Current Accoimt—The usual practice of banks is to 
open such an account on payment by a customer of a certain 
amount, usually not less than Rs. 500/-. After the banl; has 
aedited the money to the account of the cqstomer, it gives 
him a paiffi-book in whjch the amoifht deposited is shcwb 
credited to his account. The customer is then entitli^ to 

,809 
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pay money into his account any time during business hours 
on working days by filling in a paying-m slip and present- 
ing it at the coimter. He may, similarly, send the bank 
cheques, bills of exchange, or promissory notes, so that they 
may be collected, and the amount so realized credited to his 
account. He is also entitled to withdraw sums of money 
from the bank, not only every day, but as many times a day 
as he likes, by cheques. By this means he can transfer 
money to another person in his own town or m any other 
part of the country. The pass-book is sent to and written 
up by the bank at intervals and returned to the customer, 
so that he can check the correctness of the entries made 
therein and get them corrected, if necessary. 

Fixed Deposit Accctmt. — ^When a person opens a fixed 
Deposit Account with a bank, he enters into an uni^ertak- 
mg with it that he will not withdraw the money deposited 
for a specified period, which may be three, six, nine or more 
months. Such deposits entitle the depositor to a higher * 
rate of interest than those in the Current Account,- or in the 
Savings Bank Account. When a person wants to keep his 
money on Fixed Deposit, he first obtains from a bank infor- 
mation about the rate of interest at which the bank is pre- 
pared to open an account for him. If t}je rate of interest 
is agreeable to him, he has to fill in a prescribed form, men- 
tioning hi® name, the amount he wishes to deposit, the- rate 
of interest allowed, and the period for which he agrees to 
keep the money with the bank. He has also to furnish the 
bank with a specimen of his signature. He is then g'ven 
a receipt, known as the Fixed Deposit Receipt, in whiph the 
above particulars are entered. After the completion of the 
stated period, the depositor is paid back his money with 
interest, on his surrendering the receipt th the hank, ’ 
rate of interest allowed on a iwelwe months’ MxOd Deposit 
by Indian Banks ranges from 14 to 4 per cent. ' 

Stdivings Bank Aepetmt.— Persotlg who;hs« opened a 
/Recount in a bank can 
l&t some banks twice) a week. ik 

minimuin monthly balance, from &e |tl Ube 
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end of the month. The rate of interest allowed is lower , 
than on money deposited in Fixed Deposit Account. Or 
opening such an account, the depositor is given a pass-book 
in which all his deposits and withdrawals are entered. To 
withdraw money he has to fill in a withdrawal form and 
present it to the bank with the pass-book, so that the 
amount given to him may be debited to his account in the 
pass-book. Some banks allow depositors to operate their 
accounts by cheques. 

.{2) Banks lend money at interest to customers in the 
following ways; — 

’ (a) By granting their customers overdraft facilities, 

i.e., by allowing them to overdraw their current accounts 
up to an extent agreed upon. In this case, interest is 
charged on the daily debit balance. The rate of interest 
charged on this type of loan is usually higher than that 
charged on a fixed loan. 

(b) By opening loan accounts for their customers. 
Under this method, a definite amount is advanced to the 
customer by debiting it to his loan account and crediting 
the loan to his current account. If a customer takes a loan 
of this kind, he will have to pay interest on the full amount 
advanced and not on the amount utilized. If, on the other 
hand, he is given overdraft facilities, he has to pay interest 
on the amount of loan he has actually utilized,, and not on 
the whole amount of the loan-limit. Any remittances re- 
ceived by him in the course of his business and paid info 
his account will reduce his debt. 

Security for Loans. — A bank will not ordinarily grant a 
customer an advance, unless he deposits with it approved 
securities as cover for the loan. In the event of default by 
the borrower, the bank, having a lien on the securi- 
ties, can sell them off and’recover the amount advanced. 
Banks also advance money to their customers against the 
sedulity of a guarantee given by, one mr more persons of 
gtfod standing. In tlfe event of default by the customer, the 
guarantor must pay on denaand the amount due to the 
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bank. Not infrequently banks advance nioiun tolheirci 
tomers solely on the strength of tho’r commercial sit.ndi 
and solvency. Such loans are said to be granted o!i*p< 
sonal security. 

Stocks and shares are regarded by banks a*' a go 
form of security, as they are handy and easily convert]) 
into cash, in case of need. Land is another form of st cun 
When an advance is required only for a short period, a ba 
will sometimes grant it merely on the security of title de*« 
to land; when, however, a long-term advance ha.s toj 
made, a bank will prefer to do so only wlien the land 
legally mortgaged to it. Documents of title to goods, e, 
Bills of Lading, too, are often accepted as sccuri^lv agaii 
a loan. But they are not a satisfactory form of protecth 
because the value of most kinds of goods is subject to fli 
tuations, and also because there is always the possibility tl 
statements made in the documents regarding the value 
the goods may not be accurate. When .such documents t 
accepted as security, the customer is asked to give to t 
bank a Letter of Hypothecation whereby he ackno’wledj 
the bank’s right to dispose of them upon default in repj 
ment of the loan. Life Policies are also accepted by ban 
as security against an advance. But in that case, t 
amount of loan will be less than the surrender vtilue of t 
policies. 


(3) The discounting of Bills of Exchange is another fui 
tion of a bank. When the holder of a bill of exchange is 
need of money and is unable to wait till it maturaa, h® ra 
endorse it to a bank and receive from it in return the pi 
sent worth of the bill. This process iS called “disdountini 
For example, a bill of Bs- may b® due on the M 

October, but its holder ihay (^dora®' it to a blMk ^ tpv I 
; 1,990/- on the 10th SeptemMr. JB* i® tfefc ^Idt I© ha^ d 
/wunted the biil'b|' paying > 1^* '1^/* twd'it. 

M 4al 
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(b) the payment of insurance premiums, subs- 
criptions, etc.; 

(c) the transmission of money; and 

(d) the purchase and sale of stock exchange 
securities. 

(5) Banks render another important service to their 
customers by acting as referees as to their standing and 
respectability, and thus acting as a means of enhancing 
their credit. Ordinarily, it is the duty of banks to preserve 
secrecy concerning the affairs of their customers. The 
practice amongst banks of exchanging general information 
abQut the standing of their customers is, however, so well 
established, that all those who open an account with them 
are deemed to have tacitly agreed to it. Nevertheless, a 
bank will always avoid giving any information which may 
unjustifiably injure its customer’s credit. Its replies to 
enquiries of this nature will be in the shape of guarded, 
general statements which do not specify the actual balance 

■« in the customer’s account. Moreover, a bank will never 
give any” such information except to one of its own custo- 
niers, or to another bank, 

(6) Receiving of valuables for safe custody is another 
important function of a bank. Most of the modern banks 
are equipped with safes and strong-rooms, and are, there- 
fore, very safe and convenient repositories of valuables. 
In accepting articles for safe custody the banker’s position 
is that of a bailee, i.e., a person to whom goods are deliver- 
ed, in trust, and who is responsible for the custody and safe 
return of the articles deposited. Whether he renders this 
service free of charge or for a reward, “he is bound to take 
the same care of the property entrusted to him as a rea- 
sonably prudent and careful man may fairly be expected 
to’ take of his own property of the like description”. 

(7) Issping of Letters of Credit. A Letter of Credit 
igf a document issued by a banker authorizing the bearer, on 
producing evidence of identity, to pbtain money up to the 
aimount stated in it from another banker, on the credit of 
the grantor of such a letter. Partlculws of .all drafts or 
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cheques drawn by the bearer must be entered uJi the back 
of the Letter of Credit, so that at any given moment it is 
easy to find out how much of the credit plaet'd at his dis- 
posal has been utilized. The banker who honours the drafts 
or cheques drawn against the Letter of Credit wiil charge 
the total amount to the banker issuing tlu' fjcttf r of Credit. 

It may be noted that a Letter of Credit autiiorizes the 
banker to whom it is addressed to draw hilts according to 
its terms on the banker issuing it, and inchide.s; a prtmiise 
by the issuing banker to accept bills so drawn up ,to the 
limit of the credit. When the promise tu accept siu h bills 
is conditional on the attachment of docunienlb oi to 

goods, such as the invoice, bill of lading, etc , it is called a 
documentary Letter of Credit. When the prorinse is un- 
conditional or without reference to the attachment of docu- 
ments of title to goods, it is called a Clean or Open Letter 
of Credit. 

In addition to the above types of Letters of Credit, 
bankers also issue what are known as Circular Letters of 
Credit. A Circular Letter of Credit differs from Un ordin- 
ary Letter of Credit in thait the latter is addressed to ope 
banker, whereas the former is addressed to more bankers 
than one, each of whom has to endorse on it the amount he 
has paid. Such Circular Letters of CrediUprovehvery useful 
to travellers in foreign countries, for they enable them to 
avoid the risk of carrying large sums of money with them. 

Circular Letters of Credit are of two kind.s; Travel- 
lers’ Letters of Credit, and Guarantee Letters of Credit A 
Travellers’ Letter of Credit is in the form of a request by 
the issuing banker to his agents and correspondents abroad 
to honour the beneficiary’s drafts on the issuing banker, add 
undertakes to meet sufih drafts when negotiated by Iji® 
paying banker. To obtain a Letter of Credit of this Idifid, 
customers usually pay cash of have their account 

debited with the amount, together witib a atmll coi«ml»sW0i. 
In the ease of Quaraate» Lettes^ of 
ker is not usually pdid the'aiabuntlii la 
jtnbursement of drafts and IBW 
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While issuing such a letter, the banker obtains a guarantee 
that reimbursements will be made on demand at the agreed 
rate of interest; or he may require sufficient security for 
the grant of the credit. Such Letters of Credit are always 
accompanied by a Letter of Indication containing the hol- 
der’s specimen signature, which has to be produced each 
time he desires to cash a draft. The holder signs the drafts 
in the presence of the paying banker. The person holding 
the Letter of Credit is warned by a note at its foot to keep 
the Ijptter of Indication apart from the Letter of Credit. 
The object of the Letter of Indication is to enable the 
baliker to know the identity of the customer, and thus to 
prevent encashment of the Letter by forgery and false 
impersonation. 

Bankers’ Drafts. — Banks also issue bills known as 
Bankers’ Drafts. A banker’s draft which is addressed by 
one banker to another banker, or by one branch of a bank 
to another branch or to the Heald Office, or nice versa, is an 
order asking the drawee to pay a specified sum to a speci- 
fied payee or his order. When the drawer and the drawee 
df such a draft are in different countries. Bankers’ drafts 
are more or less similar to Letters of Credit, the only diffe- 
rence between them being that while the full amount of 
the bankef’s draft has to be paid on presentation, a Letter 
of Credit allows the holder to draw sums of money periodi- 
cally up to the extent of the credit. 

Characteristics of Bank Correspondence.— A Bank is 
Judged by its financial stability, and the efficiency with 
which it carries out its various functions. As some of these 
are accomplished by means of letters, the technique of 
writing them deserves careful consideration. It will not be 
*qut of place, therefore, to state here that the essential ele- 
ments of successful bank correspondence are brevity, 
aecpracy, ■clearness, secrecy,- '.courtesy ' 'and -fact.' ■; The' '-rea- ■ 
der will note that we have already discussed the irhport- 
dhce of some of the|e elements m relatiqn to general cqm- 
■'mercial' c6iTespdndence,.,\':We^shail:';ndW'.'''C'6ttsiddh their'-''ap-, 

plication, tmbahfi'';c6rfesppndehce,- ■'■■■''■■'■■.',■'; ■■'■■' ;■ 'j' 
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Brevity. — letter sent out by a bank slunild be as 
brief as possible, provided its brevity does not make ,it un- 
intelligible or ambiguous. Most of the customers of a 
bank are business men and other busy persons viio want 
to get at the message of the letters they r<>cc}ve, quickly. 

A lengthy, verbose letter is sure to irritate them. 

Accuracy — ^This is of special importance in bank cor- 
respondence, which has to refer to figures, liate.s, names of 
parties, etc. A small mistake regarding any of these details 
is likely to result in serious consequences to the bank.* The 
bank correspondent should, therefore, check up the accu- 
racy of the contents of all the letters he has written beMre 
they are allowed to leave the bank. Special care should 
he taken in drafting letters which mention the amount 
standing to the credit of a customer, because a mi-stake in 
this respect may encourage an unscrupulous customer to 
take advantage of it to the detriment of the bank. 

Clearness. — ^Every letter should be so clear that any 
one can understand its meaning. To ensure this the cor- 
respondent should use such language as is best suited to 
the person addressed. For example, he may be justified 
in using technical banking terms in a letter written to a 
banker. But the use of these would be inappropriate in a 
letter to a person not familiar with special^bamkJng techni- 
calities. The language used in a letter to a customer abwt 
whose experience little is known should be such as would 
be intelligible to a person of average intelligence and edu- 
cation. 

Secrecy. — As has already been point«Ki out, a baSik Is 
expected to maintain secrecy about the accounts and other 
affairs of its customers. Bankers receive enquiries aboiil 
the standing of their custottiars ircan fellow^bankem aft well* 
as from others. If the enquiry is toads by a person wfto 
is not a customer of the id sfaouM |»Bldy be hiloifdifl 
ed that h® Sind his ihqidaQr 

it » not the pm0m Ip »fwh , 

made by ' 
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cise great care. His replies should be brief and to the point, 
and they should not indicate the balance to the credit of 
the customer, nor should they contain any statement likely 
to injure his credit. 

Courtesy and Tact. — A banker has numerous occasions 
to exercise these virtues. He has especially to do so while 
drawing the attention of his customers to their overdrawn 
accounts, while replying to their complaints, aind while 
expressing his inability to grant their requests. 

A letter pointing out that a customer has overdrawn 
his account may be firm, but it should on no account be 
rudf and sharp. Similarly, a letter informing a customer 
that the bank is unable to grant him ai loan or overdraft 
facilities shduld be written in a conciliatory tone. In 
such a case, the customer may be informed very courteous- 
ly that although the bank is unable to grant him his request 
as it stands, it will be prepared to grant him credit for a 
smailler amount against the securities he has offered, or to 
"grant him credit for the amO'Uht asked for in case he offers 
additional securities. Such a letter is likely to blunt the 
edge of his disappointment, which would, indeed, be keen 
if his request were turned down altogether. 

Classification of Bank Correspondence. — ^Bank corres- 
pondence can be classified as under;— 

(A) Letters between a bank and its customers. 

(W) Letters from the Hefeid Office of a bank to its 
''branches, .'V"; 

(c) Letters from the branches to the Head Office. 

(d) Letters from one bank to another. 

It may Joe noted that any of the above-mentioned typbs- 
of letters may be, (ij lndividuar Letters or (ii) Form, Let- 
ters, We give below a few hints regarding the draf tihg of 
each of the types of letters mentioned abdv'e. 

(a) Letters betweep a bank and its cnstomers. — ^These 
comijfise (i)' letters from the bmk to its customers and (ii) 
"letters'' ifeom' cuStoiners to .the'"banki^ ' ,, : 

' (i) Letters frCm a bank to its customers include 

replies to enquiries and complaints, and to requests 
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repay the atmount He also gives his opinion on the staf« 
menis made by the applicant in the Application Form 
Finally, he states whether he is in favour of or against 
granting of the loan. ^ 

(d) Letters from one bank to another, ^-Theso relitA 
to status enquiries, negotiation of bills of exchange,' grant 
mg of letters of credit, etc., and to mD>tters which are t 
common interest to banks. The use of technical torms 
current mihe business of banking is permissible, and dften 
desirable, in such letters. oum 

Form and Individual Lettens.-Bank correspondence 

ers. Form Letters are printed letters containing blank 
spaces to be filled in by the correspondent. These are used 
for conveying the same stereotyped information to a large 

cially drafted to suit the individual addressed. In comnos 
fflg these, the banker will have good scope for the 
IS iinagination, discretion and intelligence. For instance * 
SnIZ f tag standfg, with 

established .. personal character has be«a 

tiveZiZ “> » compwi,. 
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1. Form Letter asking for the opening of a Current Account. 

NEW ERA BANK, LIMITED 

For Private Individuals. 

CURRENT ACCOUNT 

Hoenby Road, 

Bombay, 1. 

Dated 

Account No. 

The [R/fenager, 

New Era Bank, 1 

b6mbay. 

Dear Sir, 

I/We request you to open a Current Account in your 
books in the undernoted name(s); — 

Name(s) in full ; — ^ — — - 


Occupation 

Address 


Introduced oy — ^ — ^ ^ — 

Occuipation' , — ^ — 

Address ■ ' ^ — ^ ^ — : 

Prdpfised ininilrimn balance 

I/We agree to comply with the rules of the Bank gov-* 
erning Current Accounts. 

Be good enough to furnish me/us with a book of 100* 
cheque forms, a paying-in-slip book and a pass-book. 

Yours faithfully, 

Account opened and signature(s) 1.... 

verified by me, 

^ ' 2T* • • . 

Agent/Accoqntant. 

21 „ . ■ '.iv 
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4. Form letter from a Bank informing a CiistoiiH'r that Aaomit 
has been Credited or Debited. 


THE PUNJAB NATIONAL BANK, Lfcl. 

->--194 


IMPORTANT 
Please Mark Your Reply 



To 



The Alanager presents his complimimts find begs to 
advise that your Account has been with 


on account of 


Clerk’s Initials. 
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5. Leiler to a Customer advising Payment to his Credit 
THE INDIAN NATIONAL BANK, LIMITED 


Messrs. H. S. Rathod & Co., 
60, Fd-bes Street, 

BOMBAY. 


59, Hoexby Road, 
Bombay. 1. 

18th March, 1945. 


Dear Sirs, 

This is just to inform you that we have this day re- 
ceived the sum of Rs. 5,000/- (Five thousand only) from 
Me,ssrs. Columbawala & Co. for your credit. The said 
amount has been placed to the credit of your Current Ac- 
count No! 1. 

Yours faithfully, 

For The Mian National Bank, Ltd., 

J. C, Jhaveri, 
Manager. 
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6. Letter informing a Customer that his Current Account is 
Overdrawn. 

THE BOMBAY NATIONAL BANK, LIMITED 


39, lloRMSV h’OAU. 
E(>.Ml,iAY, 1 . 

i.'>th JiiP.e, 

Messrs. K, C. Verma & Co., 

Vincent Square, 

BOMBAY, 7. 


Dear Sirs, 

We beg to inform you that after cashing your cheque 
No. P.Q.56789, dated ISth May, for Rs. 565/-, your Current 
Account stands overdrawn by Rs. 54/-. We shall be obliged ' 
if you will arrange to pay this amount into votir 5ctH)unt at 
your earliest convenience, as our rules do not allow of ovf!r- 
drafts without previous arrangements. 


ours faithfully, 
B. A. Cook, 
Manager. ' 
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Bkan’s Hotel, 
Peshawar, 

7th September, 1930. 


The Agent, 

Imperial Bank of India, 
Peshawar Cantt, 


Dear Sir, 

I shaii be obliged if you will supply me with a sterling 
draft for £10-6“8 (Ten .pounds, six shillings and eight 
■pence) in favour of Messrs. Freeman and Peabody, Ltd., 

London. 

» 

Please debit the equivalent amount in rupee currency 
to my 'current account, applying the minimum rate of ex- 
•change. 


Yours faithfully, 
Henry Smart. 
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The Bank’s reply to Letter No. 11. 


THE IMPERIAL BANK OF INDIA 

Peshawau, VxsTr. 

8th September, 193;). 

Henry Smart, Esq., 

Dean’s Hotel, 

Peshawar, 


Dear Sir, 

With reference to your letter of the 7th inst,, we bes? ■•o 
enclose the sterling draft for £10-6-8 you require and have 

debited your account with Rs. 139-8-0 at Is. 5.|‘ d. Please 
•acknowledge receipt. 


Yours truly, 
W. Riley,' 
Agent. 
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13. Letter instructmg the Bank to 'purchase Securities. 

POCHA AND SONS 


Station Road, 
Poona. 


13th May, 1945. 


The Bombay National Bank, Ltd., 

90, Hornby Road, 

BOMBAY, 1. 

» 


Dear Sirs, 

We shall be obliged if you will buy on our account the 
following shares at the best market rates and debit the 
amount, together with your commission, to our Current 

Account. 

# 

100 shares of Scindia Steam Navigation Co., Ltd. 

5 shares of the Reserve Bank of India. 


Yours faithfully, 
Pocha & Sons. 
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14. Letter bUimatlng Ike purelmr 


THE BOMBA'f .MATIOiNA'L 




sjrillTED 


Post lto\ 

Fort. Bomr.v’v'. 

loth May. 1945. 

Messrs. Pocha & Sons., 

POONA. 

Station Pioad, 


Dear Sirs, 


Pie Your letter dated 13th May, 1945. 


Your above-noted order has been executed at Rs, 50 
per each share of Seindias and at Rs. 170 per each share O’!' 
the Reserve Bank, inclusive of brokerage. Thp filial 
amount of Rs. 5,857-5-0, which includes our ceramission at 
.annas two per cent, has been debited to your account. ' 

Yours faithfully, 

■ B. A. Corik, 

Accountant. 


Ordinarily, if the bulanee to tlie credit of a enstomer’s uwoiint ilftt;?. 
not cover the approsiinate pureluisje price oi tiic onho' placi-d, the 
banker a.'iks for a margin in udv.nnce, msiiaii}' from 10% to c.-i'!;,. 
In eases of customers of reputf? and siibstanee," however, i lits j'mniiticm 
may be waived or the margin reduced. Thou liie overdrafi, if am-, 
is allowed to oeenr ami realiisedsnbsmjiicntiy. holding ihi- socuritiri 
purchased as cover, meanwhile. 
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U. Letter asUn^ a Bank to issue a Circular Letier of Credit, 
STANDAEB MANUFACTUEING COMPANY 


Lakshmi Building, 

Sir Phirozshaii Meijta 
Road, 

Bombay, L 

25th June, 1945. 

The *Bo'mbay National Bank, Ltd., 

Bombay, 1. 


Dear Sirs, 

I intend going on a business tour, and shall be visiting 
Madras, Calcutta, Nagpur, Lucknow, Delhi and Lahore. 
As I shall need funds during the tour, I shall deem it a 
favour if you issue in my favour a Circular Letter of Credit 
for Rs. 5,000/- and debit the amount, together with your 
hhargies, to our account. The Letter of Credit should re- 
main in force for three months from the date of issue. 

Yours faithfully, 

, Standard Manufacturing Co., 

B. D. Talwar. 
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16. Circular Letter of Credit. 
Not available after 


Bank, Ltd. 
. . . (Date) 


Letter of Credit No. 
Amount. 


Gentlemen, 

This letter will introduce to you 

to whom you will please furnish such funds as 

may require up to the aggregate amount of 

rupees against sight drafts drawn on this office, whiclj 
please negotiate at your buying rate for Bankers’ cheques 
on Each draft must be plainly mark- 
ed as drawn under this Letter of Credit No — and 

must be signed in accordance with the specimen signature 
which appears on our Letter of Indication of the same num- 
ber to be produced herewith. , , 

We engage that all such drafts shall be met with due 

honour if negotiated within months from 

this date. 

The amount of each draft must be inscribed on the 
back of this letter. This letter must be cancelled and at- 
tached to the last draft drawn. 


We are, 
Gentlemen,, 
Yours faithfully. 
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To 


Messrs.' (I) 

( 2 ) 

( 3 ). 

The Bankers mentioned in the Letter of Indication. 




N.B.- 


security is requc,ste(I to carrv 

Lettei oi Ciedit tipart iroiii the Letter of Indication. 


this 


Date. 

f 

1 

1 By whom paid. 

1 Amount paid. 

Amount in figures. 

1 

1 
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n. Letter of Indication. 

(To accompany Circular Letter of Credit). 


No 


Bank, Ltd. 


Date 


To.. 

Messrs. (1) 
( 2 ) 
(3) 


Gentlemen, 

The bearer of this letter is , in whose 

favour we have issued our Letter of Credit No. 

commending him or her to your attention and referring you 
to his or her specimen signature below. 


We are, 

^ Gentlemen, 
Yours faithfully, 


Specimen signature. 


N.B.— This letter should be retained by the holder until the relative Circular 
Letter of Credit is ejdiausted, vrten it must be surrendered to ,the 
Banker making the last payment. 
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18. Letter to the Head Office recommending a Loan. 

Urgent 

THE, BANK OF BAEOOA, LIMITED 


Apollo Street, 

^ Bombay, 1, 

, 1st July, 1945. 

The General Manager, 

The Bank of Baroda, Ltd., 

BAKODA. • 


Dear Sir, 

. Mr. Kedarnath B. Sharnoa, proprietor of Sharma Trad- 
* ing Corporation, 21, Kalbadevi Road, Bombay, approached 
me today with a request for a loan of Rs. 24,000. This 
amoimt is required by him to pay the balance of the price 
of miscellaneous stores purchased by him at the auction 
held at Nasik, by the Regional Di.sposals Commissioner, 
Southern Circle, •Bombay. He bought the stores consist- 
ing of miscellaneous goods such as trays, kettles, tubes, 
hand barrows, woollen socks, jerseys, etc., at Rs. 32,000, out 
of which he has already paid Rs. 8,000, and has now to pay 
the balance of Rs. 24,000 before the end of this month. He 
promises to repay the loan within a period of six months 
from the date of its receipt. 

, Mr. Sharma offers the following securities as cover 
against the loan: — 

(1) Mortgage on his free-hold land at Linking Road, 
Khar, valued at Rs. 8,000. • 

(2) Charge on 3i% Government Paper of the present 
market val«e of Rs. 10,000. 
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(3) Charge on his drop and stock-in-trade at the 
address given above, value Es. . 

Aithoughti. — 

the advance asked tor, I _ he will be able 

to sell olf the scores ai d Mr. Sharma has 

loan within the stipulae h^^^ 

been a customer fnlfilline all his commit- 

during which ttae ” “ ulted in our securing 

ments. Besides, his friendship has lesm 

several profitable accounts. 

This p^posal is not ^aing s— 

No. B 8, as Mr. Sharma is in urgent neea oi 

the reasons stated above. 


Yours faithfully, 
H. C. D’Souza, 
Manager. 
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19. Reply to Letter No. 18. 

THE BANK OF BARODA, LIMITED 


Baeoda. 

5th July, 1945, 


The' Manager, 

The Bank of Baroda, Ltd., 
Bombay, 1. 


Dear Sir, 

With reference to your letter dated the 1st July re- 
commending a loan of Rs. 24,000/- to Mr. K. B. Sharma, we 
regret we are unable to accept your recommendation. 

As you know, it is the considered policy of this bank 
to advance loans only up to 85 of the value of even gilt- 
g,dged securities offered as cover. In the case under re- 
ference, one of the securities offered, viz., land is neither 
quite liquid nor of a stable value. Besides, the present 
value of th^ oth^ security, viz., stock-in-trade, seems to be 
highly inflated. Therefore, even after taking into conside- 
ratwn the credit worthiness of Mr. Sharma and his rela- 
tions with us, we do not see our way to grant his request. 

Yours faithfully, 

R. J. Patel, 
General Manager. 
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20. Letter to Head Offiee recommending Confirmation of an 
Employee. 

THE BANK OF BARODA, LIMITED 


Apollo Street, 
Bombay, 1. 

21st December, 1938. 

The General Manager, i 

The Bank of Baroda, Ltd., 

BARODA. 


Dear Sir, 

Re Confirmation of Mr. L. D’Souza. 

Mr. L. D’Souza was engaged as an Accountant in this 
office on the 2nd of January, 1938, and was to be regarded 
on probation for one year from the date of his appointment. 
As Mr. D’Souza completes his period of probation on the 
1st January, 1939, 1 recommend that he should be confirm- 
ed from the said date, , , 

Mr. D’Souza has given me and his immediate superiors 
complete satisfaction during the period of his probation by 
hard work and conscientious discharge of his duties. 


Yours faithfully, 
H. C. D’Souza, 
Manager.:' 
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21. Letter to Head Office regarding disturbances in ike city. 


THE GUJAEAT BANKING SYNDICATE, LIMITED 


Branch -Office, 
Wadia Building, 
Forbes Street, 
Bombay, 1. 


Dated 

The Manager, 

The Gujarat Banking Syndicate, Ltd., 
Richie Road, 

AHMED ABAD. 


Dear Sir, 

, In response to your trunk call of yesterday I have to 
report as follows; — 

Because of its situation in the Fort area, our bank was 
not much affected by the communal riot which broke out 
in this city yesterday. The only trouble we experienced 
was that yesterday, about 10-30 a.m., some hooligans threw 
stones at a»few buildings in our neighbourhood, causing 
slight damage to a window of our building. 

•Some of the members of the staff of this of&ce, espe- 
cially those who reside in the disturbed localities, were un- 
able to attend. This might have resulted in great incon- 
venience to the bank had it not been for the fact that most 
of our customers, too, were prevented from transacting 
their usual business with us. 

, I have taken the necessary steps, such as increasing 
the number of sentries, to guard the bank both during day 
and night till the disturbances end, and in my opinion there 
are no- grounds for anxiety about the safety of this branch, 

• Yours faithfully, 

' fttmaram B. Jani, 

Manager. 
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22. Monthly Report to the Head Office. 

THE BHOPAL BANK, LIMITED 


Beanch Office. 

If.LPHINSTOXF, C IRC LE, 

Bombay, 1. 

1st April, 1945. 

The General Manager, 

The Bhopal Bank, Ltd., 

BHOPAL. 


Dear Sir, 

I submit the monthly review of this branch for the 
pei-iod ended 31st March, 1945. 

1, Deposits. 


Account. 

Number. 

This month 
Rs. 

Last month 
Rs. 

Increase hr Decrease 
over last immih. 

Current. 

! 

1 j 

169 1 

.56,20,284,/- 

! 

44,03,201/- 

11,57,983 


114 

1,81,22.5/- 

54, 215/ V 

4* . ' 77,010 

Fixed. 

14 

8,20,150/- 

6,73,140/- 

,4- 1,47,010 


Comments: The rates of interest allowed by us on 
Current Accounts vary with the utility of each individual 
account, having due regard to the extent of the deposit and 
fhe period for which large balances are maintained. Ordi- 
narily is allowed to all clients who earn at this rate 
.Rs; '5' or more every half year;,,:- As a special case,- : however, 
•i% is allowed to Messrs. Babulal Panalal & Co., for their' 
daily balances up to Rs. 75, OOd,, and for balances oyer 
Bs. 75,000 and up to Rs. 1,00, (WO, and Ifo lor balances above 
Rs.: -1,00,000. ,, Bavin^ rate ':cohtinu%' 'to be 1% ; -atui 'I>e- 
.;-i}OSit:rates.-2%^ 'for;T,'2 ,months, •, li% six ,','in'ont-hs-'ana ;:.l J%''- 

for three months, as at the liead Office/ ■ 




BANK CO'RRESPONDENCE 


S45 


2* Advances. 


I Number j Last Month j This Month \ Increase | Decrease 


Loans. 

49 1 

5 , 00 , 000 /- 

4 , 50 , 000 /- 


50,000 

Cash Credits. 

75 1 

8 , 00 , 000 /- 

3 , 50 , 000 /- 

50,000 

. . 

Overdrafts. 

75 i 

1 , 10 , 000 /- 

1 , 30 , 000 /- 

20,000 

. • 

B ills Purchased . 

' 40 ' 

4 , 00 , 000 /- 

8 , 00 , 000 /- 


1,00,000 

Bills Discounted 

90 

15 , 000 /- 

20 , 000 /- 

5,000 



Comments: The decrease in loans is due to the repay- 
ment of an advance granted to Messrs. Patel and Co. 
against Government Paper. The increase in cash credits 
and .overdrafts is the result of fresh advances having been 
made to the following firms against produce: — 

’ Messrs. Bansilal & Co. 

Messrs. Ratilal & Co. 

The decrease in Bills purchased is explained by the 
fact that some of them matured during this month and were 
honoured. The increase in Bills discounted is accounted 
for by the discounting of more 60 and 90 days Trade Bills. 

Rates on advances vary with the nature of the security 
offered,’ the amount of advance taken and the credit- worthi- 
ness of the party. According to our usual practice, how- 
ever, 2|% is charged on Government Securities, 3% on 
commodities, 3a% on shares, 4% on piecegoods and 
agaiirst promissory notes. 

, 3. Business. 

Particulars. Amount. 

Drafts & T.T. issued. Rs. 4,00,000 0 0 

Drafts & T.T. paid. Rs. 1,50,000 0 0 

Comments:— Rotes of Exchange and Commission-^ 
pur usual policy of “charge what the traffic will bear” is 
followed, having due regard to the interest returns on the 
basis of a minimum of 3% per annum; Thus, generally, ex- 
chemge rate and/or commission is charged at the rate of 
for Bills sold or collectecj on all Bhopal State 
branetesi l/64%' on Port branches and 1/32% on stations 
where we: have branches or agents. 
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4. General Business Acti¥ity, 

Owing to our incessant efforts tO' popularize this braiicli, 
the general business activity has been exceedingly brisk. 
We believe that with the vast post-war reconstruction pro- 
gramme of the Bombay Government, particularly their 
house-building projects and industrial rehabilitation sche- 
mes, Bombay will witness a healthier demand for banking 
facilities. I have, therefore, no hesitation in predicting a 
continuance of successful business at this branch. 


5. Head Office Account 


Particulars. 

Amount. 


Total amount requisitioned. 

Rs. 4,50,000 0 

0 

Number of Occasions. 

5. 


Total amount remitted. 

Rs. 4,50,000 0 

0 

Number of Occasions. 

5. 


6. Average Cash 



Particulars. 

Amount. 


Cash in hand. 

Rs. 1,51,000 0 

0 

Balance with the Imperial Bank. 

Nil 


Balance with the Reserve Bank. 

Rs. 15, 51?, 000 0 

0 

Balance with other banks. 

Rs. 6,03,000 0 

0 

Comments: As the requirements of our customers re- 

main more or less constant, a large amount of till-money 
is not kept in hand. Our balance with the Reserve Bank 
is maintained at the statutory level, and it increases with 

the increase of our liabilities. 



7. Income, 



Particulars. 

' Amount." ■ 


Interest ■ ' . 

V"Rs. :2t'225 ^'0- 

0 

Exchange. , 


0 

Commission. ' 

R^. 300 8 

6 

Discount; '/'■ 

Rs. 400 0 

0 

:Miscellaneous. ■: . 

■v"-' 
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Suggestions for Increasing Income of the Branch. 

1. Merchants who have pledged their cotton godowns 
with us complain of the inadequacy of the limit of rupees 
ten lakhs allowed to each of them on the plea that the loan- 
able value of ’the stock of cotton that can be stored in each 
godown is rupees fifteen lakhs. It is, therefore, suggested 
that the limit of loans to each cotton merchant pledging his 
godown with us be raised to rupees fifteen lakhs. The in- 
creased amount of interest that will thus accrue will add 
to our income. 

2. We have at present bill discounting commitments 
to’ the extent of rupees five lakhs only. Our experience of 
this business is highly satisfactory, not a single bill having 
been dishonoured during the last six months. In view of 
this, it is suggested that the bill discoimting limit be 
doubled. 

8. Expenditure. 

Amount Rs. 10,000/-. 

Every effort is being made to exercise thrift and eco- 
nomy under this head. 


9, Market Report. 

All the four markets, viz., securities, shares, bullion 
anc! commodities, have registered unprecedented levels in 
the upward direction during the month. The primary 
reason for this spurt has been the budget proposals an- 
nounced by the Finance Member on the 28th February, 
suggesting the abolition of the Excess Profits Tax, reduction 
in the Corporation Tax, relief in customs duty and a special 
depreciation allowance of 20% on plant and machinery and 
lh% on new buildings. 

Yours faithfully, 

A. T. Samant, 
Manager. 
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Confidential enquiry as to Status of a Customer. 
• THE NEW EEA BANK, LTD. 


Private & Confidential. 


P.O. Box 299, 
Bombay. 

25th June, 1945. 


The New Mercantile Bank, Ltd., 
Fort Building, 

Hornby Road, 

BOMBAY, 1. 


Dear Sirs, 

We should be much obliged if you would favour us with 
your opinion as to the means, standing, and respectability 
of the party whose name is given below. Please rest as- 
sured that any information that you may favour us with 
will be treated as strictly private and confidential 

Name: Kedarnath B. Sharma. 

Designation: Proprietor of Sharma & Co. 

Address: Princess Street, Bombay, 

Yours faithfully, ' ' 

A. B. Shah,; 
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2i. Reply to Letter No. 23. 

THE NEW BIERCANTILE BANK, LTD. 

Pfivate & Confidenlial. 


Foet Building, 
Hoenby Road, 
Bombay, 1. 

26th June, 1945. 

The Mana«(jr, 

The New Era Bank, Ltd., 

P.O. Box 299, 

BOMBAY, 


Dear Sir, 

Of 

With reference to your enquiry of the 25th inst., we 
send the enclosed report in the strictest confidence and 
without any responsibility on the part of this bank or any 
of its officers. 

The report i^ sent on the condition that the name of 
this bank will not be disclosed in the event of our report 
being passed on by you to any of your customers. 

Yours faithfully, 

A. K. Clarke, 
Manager. 

Enel: Report. ' , , 
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r The Eeport. 

'THE NEW MERCANTILE BANK, LTI5, 


Fort, Bombay. 


The under-mentioned opinion is not, and must not be 
taken as, a representation or a guarantee; it is, and must 
be taken as, private and confidential and is given by the 
Bank without prejudice, and on the express condition that 
the Bank and its servants are held free from all liability in 
connection with it, and that you hold the Bank and its ser- 
vants indemnified against any liability to any customer or 
other person to whom you may communicate it. It is also 
a condition of this letter that the name of this Bank will 
not be disclosed in the event of such reports being commu- 
nicated to your clients. 

Opinion 

We are informed that Mr. Kedarnath B. Sharma of 
Messrs. Sharma & Co., Bombay is an old and established 
business man in the city and is regarded ns a man of fair 
means, and good for ordinary business engagements. 
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2J. Letter from one Bank to another. 

NATIONAL BANK OF CHICAGO 


Kef. No. J//32, 

Bombay, 

28th June, 1945. 

The, Manager, 

Bombay Bank, Ltd., 

BOMBAY. 


Dear Sir, 

With reference to your letter dated the 26th June, 1945, 
we have to state that we are prepared to allow you to open 
Letters of Credit with us on account of your constituents 
, provided: — 

1. You furnish us with reports on their financial 
standing. 

2. You allow us the right of rejecting such applications 

for credit as may involve extraordinary risks. 

% % 

3. You obtain our previous sanction for opening cre- 
' dits for amounts exceeding $ 3,000. 

4. The letters of credit are opened only for transport 
of readily salable consumers’ goods, apd such ci-e- 
dits will not be tenable for more than six months. 

5. You lodge with us approved securities of the value 
of Rs. 10,00,000, which will entitle you to open cre- 

. dit up to Rs. 8,00,000. 

We trust you will find these terms agreeable. 

Yours faithfully, 

A. S. Ro'wse, 
Manager. 
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26. Letter frmn one Bank to another. 

BOMBAY BANK, LIMITED, 


Bombay, 

30th June, 1945. 

The Manager, 

National Bank of Chicago, 

BOMBAY. 


Dear Sir, 

We thank you for your letter No. M/22 of the'28th inst., 
and have to reply as follovirs: — 

1. We are agreeable to furnish you reports on our 
constituents on whose account we open Letters of 
Credit. 

2. We are also agreeable to allow you to reserve the 
right to reject applications for credits in ease you 
find that they involve extraordinary risks. 

3. We shall take previous sanction from you before 
opening credits for amounts exceeding $3,000. 

4. The letters of credit will be openpd onjy for the 
import of readily salable consumers’ goods, and 
their limit will not be for more than six months. 

5. We will lodge with you approved securities of the 
value of Rs. 10,00,000, which will entitle us to open 
credits up to Rs. 8,00,000. , However, we shall thank 
you if you allow us to draw to the extent of Rs. 
10,00,000, especially during the busy season, viz., 
December to March, 

For your reference, we enclose a list of our branches, 
along with a copy of ! our latest balance sheets from which 
you will note the continued progress of this bank, 

fZ/v- ■ a/"' ' Yoursv'faithfully,.- ; 

, ■' , ' ; , , 
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SECSETAKIAL CORRESPONDENCE 

The Scfi'etary aad his Duties. — Most joint-stock com- 
pauios have on their .staff a highly responsible official call- 
ed the Secretary, who is concerned with the general acl- 
raiaistraidon and management of the Company. It is 
through him that the directors act. He is their mouth- 
piec5 and a link between them and the shareholders. A 
servant of the company, he is the “boss” of its employees. 
He is the hub of the administrative side of the company, 
being entrusted with the work of co-ordinating its various 
departments. He is also in charge of the company’s cor- 
re.spondence. 

The main duties of the company secretary are: — 

(1) To arx'ange for meetings of the directors and the 
shareholders, to write the minutes of the meetings, 

* and to carry out the instructions given to him at 
the meetings. 

(2) To attend to the legal obligations imposed on the 
company. 

(3) I’d keep records of shares, loans, and mortgages, 
and to carry out the requirements of the com- 
pany’s Memorandum and Articles of Association. 

(4) To organize and supervise the company’s corres- 
pondence, its accounts, statistics and the clerical 
work connected with its business. 

Classification of Correspondence. — Secretarial coi’res- 
pondence may be considered under the following heads: — 

(I) ' With the Directors.— As the secretary is a ser- 
* vant of the director.s, his letters to them must reflect the 
deference that is due' frqm him to them.. At ' times the 
■directors :may' happen to ,be inexperienced, :or not thorough- 
ly: ■acquainted with the ' affairs of the ■■ company, ; and may 
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therefore allow themselves to be guided by the secretary- 
in all matters relating to its management. In such a case 
tlie secretary will, no doubt, wield great power and au- 
thority? Nevertheless, in his correspondence'"' with sucii 
directors he must not say anything to suggest that he has 
forgotten his subordination to them. 

As the secretary meets the directors personally at the 
Directors’ Meetings held at short intervals, apart from 
sending out notices regarding such meetings, he is not^ re- 
quired to carry on much correspondence with them. The 
few occasions, however, on which he may have to tvrite 
letters to them are: — 

(a) When a director who is absent from a meeting 
asks for a report of its proceedings. 

(b) When a director proposes in writing that a parti- 
cular matter should be placed on the agenda, and 
the chairman asks the secretary to write to the 
director persuading him not to insist on including 
such matter in the agenda. 

(c) When a director proposes some course of. action 
which is not in the interest of the company, or 
which is illegal or ultra vires, and the chairman 
asks the secretary to point this out to the director. 

When writing the above types of letters the^^secretary 
should exercise great tact and state nothing that is likely 
to offend the director. 

In reporting the proceedings of a meeting to a dii’ector 
who was absent from it, the secretary should give a more 
detailed account of what took place at the meeting than 
is ^ven in the minutes. Such detailed account may in- 
clude a statement of what was said at the meeting' for and 
against a proposition and what decision was taken there- 
affe, ■■ ■ 

, With: the' Shareholders.— -Although,;' the.': secretary 
' .;ia, primarily ,;a servant; of the Board of .Directors,: 'he 
in a sense, a servant of the shareholders, who really are 
the; proprietors of the company. He o’syes them, therefore, 
the highest '.■co'urtesy :and '■■consideraffon.'''';''^e''''nee'ff^ 
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exercise of these virtues often becomes necessary in cor- 
respondence because there are numerous occasions on 
v/hich tile secretary has to turn down, by means of letters, 
various types of indiscreet requests made by shareholders. 

Among the many difficult matters that the secretary 
has to deal with are requests from shareholders for infor- 
mation regarding the affairs of the company. Within this 
category fall requests for information about a forthcoming 
divWond, an event improving or injuring the company’s 
credit, the likelihood of a change in its directorate, modi- 
fication of its business policy, the possibility of its amalga- 
rnation with another company, etc. The drafting of replies 
to such requests calls for great tact and discretion on the 
part of the secretary. The generail principle to be borne 
in mind on such occasions is that no individual shareholder 
has a right to receive information of the type mentioned 
above prior to others. This is especially so when the in- 
formation sought is likely to have an immediate effect on 
public opinion regarding the company’s position or its pros- 
pects. ,Such information should be withheld from the en- 
quirer until it is made available to all shareholders alike, 
'because advance information on such matters might enable 
the recipient to use it to his own individual advantage. To 
confer this benefit upon any particular shareholder would 
be unfair’ to oftter shareholders. It would be unfair also 
to, the general public who might be dealing in the com- 
pany’s shares. Leakage of this type of information would 
injure the reputation of the company, as it would suggest 
in.side manipulations for private ends. 

On the other hand, there is no harm if the secretary 
supplies' information regarding ordinary details of the com- 
pany’s affairs and satisfies the legitimate curiosity of any 
‘.shareholder.' : \ ■ , ■ 

, ;■ The secretary also receives letters, of complaints'^ on 

various ^matteris, such as 'an unsatisfactory dividend yVe- 
commended by 'the' directors,^ ■their fai'lure' to 'patronize 'a- 
} 'SharolKiflder',: by;,'' nob ..accepting Ms 'tender, .'etc.. In.': .'..dealing 
with such complaints, the -'secretary ^ should ''try. to': convince 
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the writer that the management has taken the particular 
step in the best interests of the company. 

(3) With the Stall.— The secretary, who is a servant 
of the 'directors and shareholders, is the “boss” of the staff 
under him. This is so unless the company is large enough, 
to employ a special Staff Manager for the purpose, it is 
the duty of the secretary to see that all members of the 
staff are efficient, contented, loyal and co-operative, and to 
co-ordinate their work. He has to maintain discipline 
amongst them, because he cannot get the work of the 
company done unless the staff obeys his directions.’' He 
must realize, however, that discipline is not incompatible 
with humane and kind treatment. His correspondence 
with the staff must, therefore, be characterized by a note 
of authority and firmness, tempered with fairness, sym- 
pathy and regard for the welfare of the persons addressed. 

(4) With the Registrar of Companies.— Joint-stock 
companies, both public and private, are governed by the 
provisions of the Indian Companies Act, 1913, and its sub- 
sequent Amendments. The secretary, in his capacity as a 
responsible official of the company, has to see that the pro- 
visions of the Act are complied with. In this connectimn 
he has to go through certain formalities and to submit 
periodically statements, returns etc. to the Registrar of 
Joint-Stock Companies. The secretary’s correspondence 
with the Registrar, being of a routine nature, does not re- 
quire special consideration here, 
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!. SotiiV (if <1 .Ihiiml Meding. 


HIADUSTAN ENGINEERING WORKS, LTB. 


!Nehta Building, 
15, Hamam Steeet. 
Bomday, 1. 

13th July, 1946, 


Dc^tr Sir, 

A meeting of the Directors will be held at the regis- 
tercfi, office of tiie Company on Saturday, the 20th inst., at 
2 P.M., when the business mentioned in the enclosed 
agenda will be considered. 

Yours faithfully, 

• S. D. Contractor, 

Enci: Agenda. Secretary. 


1 


To d 

P. M, Wadia, Esq., 
“Gulshan”, ^ 

Peddar load, 
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2. Letter jmn a Director suggesting fixed days for Board Meetings. 


Ritz Hotel, 
SiiAHi Baug, 
Ahmedabad. 

1st August, 1945, 


The Secretar})', 

Hindustan Commercial Company, Ltd.. 
90, Hornby Road, 

BOMBAY, 1. 


Dear Sir, 

I have been touring Gujarat since the 15th of last 
month and have not received notice of the next meeting 
of the Board. Please let me know, therefore, at the above 
address, where I propose to stay up to the 7th of this month, 
the date of the next Board Meeting. 

As I am likely to be often away from home, I suggest 
that the Board Meetings should be held on certain fixed 
days of the month. I shall be glad if you Vill, In consulta- 
tion with the Chairman, include this matter in the agenda 
for the next meeting. 


Yours faithfully, 
C. K. Wadia. 
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Rephi to Idler A’o. 

HINDUSTAN COMMEECIAL COMPANY, LTD. 


90, Hoexby Road, 
Bombay, 1. 

3rd August, 1946. 

C. Kr Wadia, Esq., 

Ritz Hotel, 

.Siiahi Baug, 

AHMEDABAD. 


Dear Sir, 

With reference to your letter of the 1st inst. I am 
directed to inform you that the next meeting of the Direc- 
tors of 'the Company will be held on Thursday, the 15th 
hist., at 3 P.M. A notice of the meeting has already been 
posted to your home address. 

Your suggestion regarding the holding of Board Meet- 
ings on ce?tain fixed days in the month was referred to the 
Chairman, and he has asked me to include it in the Agenda 
for the next meeting. 

Yours faithfully, 

S. D, Contractor, 
Secretary. 
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. Letter asking a Director to attend an important Board Meeting. 
HINDUSTAN CONSTRUCTIONS, LTD. 


21, Meadows Si'Reet, 
Bombay, 1. 

5th September, 1944. 

Madhavlal G. Bhat, Esq., 

Navsari Chambers, 

Hughes Road, 

BOMBAY, 7. 


Dear Sir, 

I beg to draw your attention to the Agenda for the 
next meeting of the Directors, a copy of which has already 
been forwarded to you, and request you to note that an 
important item in it is the consideration of the Balance 
Sheet and the Annual Report of the Directors to be sub- 
mitted to the Shareholders at the ensuing Annual General 
Meeting. 

The most important point to be decided at the meeting 
is the appropriation of a considerable balance ds shown in 
the Profit and Loss Account. This will probably be dis- 
cussed at great length as, on account of the recently pro- 
posed schemes for the expansion of the company’s business, 
it is to be decided whether a large part of the profits should 
be appropriated to the Reserve Fund and a smalT Dividend 
declared, or whether such Dividend as would be in keep- 
ing with the expectations of the shareholders should be 
.declared. 

In view of the vital importance of the, above matter, 
you are earnestly requested to attend the meeting and give 
your, valuable advice to Jhe Board.: , 

,,,,.;Ypurs:'',faith|ullyp.,'\.;^^ 
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■>. , I rrpoii to II. iHirctiir of She priwcedings o f a Board Meeling. 

IliNDUSTAN CONSTRUCTIONS, LT1>. 


21, Meadows Stbeet, 
Bombay, 1. 

30th September, 1944. 


Madhavlal J, Parikh, Esq., 
The Clifl, 

Chrmichael Road, 
BOMBAY, 26. 


Dear Sir, 

.. I send Iierewith for your perusal a copy of the minutes 
of the Board Meeting lield on Thursday, the 27th inst., and 
invite your attention particularly to item No. 7, dealing 
with the purchase by the Company of a plot of land at 
Dadar at a cost of about Rs. 2,00,000/-. 

It wasj mo\;ed by Mr. Jamnadas Thakoredas that the 
Company should purchase the said plot, and the motion 
was seconded by Mr. Abid Ali. 

The motion met with strong opposition from some 
members, who maintained that the return on the land at 
the above cost would amount to only 2 ^^, after making 
allowances for the necessary expenses, and that in view of 
the other proposals for investments yielding better returns, 
\t was not in the interests of the company to purchase the 
plot. In the course of the discussion that followed, it was 
pointed out by the Chairman that the proposal of Mr. Jam- 
nadas Thakoredas should be looked upon as a long-term in- 
vestineHt. ' It ’ was argued by himhiiat- the locality in which 
the land is situated would soon develop and lead to a large 
Increase' In value, 'When'' the' company :couM'''eith'er''dis- 
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pose of it at a profit or construct on it business premises 
yieldirig high rent. 

The Chairman's point of view was finally accepted b\’ 
the members, and the motion was carried unanimously. 

The other items in the minutes, being of the usual 
routine nature, need no elucidation. I shall, however, be 
glad, if you so desire, to explain any further points. ' 

Yours faithfully, 

R. T. Sharma, 
Secretary. 


Enc: Copy of Minutes of Board Meeting. 
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fl. Letter to a Director anking for ceriain information. 

HINDUSTAN COMMERCIAL CO., LTD.’ 


90, Hornby Road, 
Bombay, 1. 

23rd June, 1945. 


KasU'irbhai L. Parikh, Esq., 
Chowk Bazar, 

.SURAT, 


Dear Sir, 


Re Requirement under Section 87 (1) 
o! the Indian Companies Act. 


Wiiii reference to your letter of the 21st June, inform- 
ing us that you have ceased to be a Director of the Motor 
House (Gujerat), Ltd., I shall thank you if you will let us 
know the actual date on which you resigned the Director- 
ship of the said company, as the information is required 
for .submi.ssion to the Registrar of Companies in connection 
with our Return under the above Section. 

Yours faithfully, 

S. D. Contractor, 
Secretary. 
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7. Notice to the SharehoMers of an A nmial General Meeting. 

“/ ANGLO-HINDUSTAN JUTE MILLS COMPANY, 

LIMITED. 


Notice is hereby given that the Twenty-l'ourlh Ordin- 
ary General Meeting of the shareholders of the above Com- 
pany will be held at the Registered Office of the Company 
at 104, Clive Street, Calcutta, on Friday, the 10th ‘May, 
1940, at 4-30 p.m. to transact the following business:— 

f 

1. To receive and adopt the Directors’ Report, and 
Audited Accounts and Balance Sheet for the year 
ended the 31st March, 1940. 

2. To declare a dividend. 

3. To elect Directors in place of those who retire b>’ 
rotation, but are eligible for re-election. 

4. To appoint auditors for the year ending the 31st 
March, 1941, and to fix their remuneration. 

The Share Transfer Books of the Company will be 
closed from the 3rd May, to the 17th May, both days in- 
clusive. r , 

By Order of the Board 
Guha & Company, 
Managing Agents. 


Calcutta. 

19th April, 1940. 
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\ / * ,ni FMif'-ordimiri! General Electing of Shareholders. 


NOTICE 


' thnt £in Extraordinary Gc'eral 

i <’ Apu'jo :\ud.s, Landed, wid be held at the 
d oil vi' ul the Company on the 23rd day of March, 
a* IMU. iS.T.) or immediately after the Annual 
t.it'iu'r.il iMoa'n y m terminated, when the subjoined reso- 
intion u'ill hi propo.sed as a Special Resolution: — 

Ri;SOLrTU)X: 

cn/”' ider and, if thought fit, to approve the 
draft of jtow Articles which will be submitted to the 
UK'ding, and in the event of the approval thereof, with 
or without modification.s, to consider and, if thought 
lit, h) pass a re.soiution to the effect ‘that the new Arti- 
t'U'.s alretidv approved by this meeting, and for the pur- 
pose of ideiitilication subscribed to by the Chairman 
(hereof, bt' adopted as the Articles of Association of 
the Company in substitution for and to the exclusion 
of all tile exititing Articles thereof.” 

'A copy of the revised Articles to be submitted to the 
meeting i.s open for inspection by any member at the regis- 
tered offitp of the Company at iJelisle Road, Bombay, bet- 
ween the hours of 1 P.M. and 2 P.M. on Saturdays and 2 
P.M. and 5. P.M, on any other working day. 

Yours faithfully, 

By order of the Board of Directors 
of »the Apollo Mills, Limited, 

For and on^ behalf of the Agents, 
The Rajputana Tfxtiles (Agencies) Ltd., 
• Gokalchand Dwarkadas Morarka, 

• Managing Director. 



MODERN BUSINESS CORRESPONDENCE 


.‘i«0 

.9. Lei ter to Shareholders seeking their approval for revising the 
Artide.s of Association and itu'.reasing Directors’ remimeralion. 


1>ELISLE RoaI), 
CHINCHPOKIA', 

Bombay. 

12th February, 1946. 


To 

The Shareholders of the Apollo Mills, Ltd, 


Sir/Madam, 

Enclosed herewith is the Notice of an Extraordinary 
General Meeting to be held on Saturday, the 23rd day of 
March, 1946, for considering a Special Resolution for the 
approval and adoption of a revised set of Articles of Asso- 
ciation of the Company. 

The company was registered in the year 1920, and the 
Articles of Association were framed about the time of jts 
Registration. Since then numerous important changes 
have been made in the Indian Companies Act, 1918, in par- 
ticular, by the amendments which came into force from 
1st January, 1937. By these amendments various clauses 
in Table (A) of the Companies Act have been made- part 
of the Articles of Association of every company, notwith- 
standing any provisions to the contrary in the existing 
Articles. In view of these numerous changes in the Com- 
pany law, the existing Articles have become antiquated, 
and in various matters of practice and procedure, reference 
has to be made to the provisions of Table (A) conjointly 
with; the existing Articles. The Directors have, ' thefeforer*" 
thought it; desirable to have , »•, revised, set of Articlesi incor- 
porating all the changes in Company law. 

The Directors do,"' not propose ^ tP ; malEft ■ miy alteration ;; ■' 
in the Articles to the prejudice of tfie shareholders. Never- , 
theless, it may be pointed out that they intend to make a 
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correspondence 

% 


^ngc- in ti,c «,n„„eMtion of theDi™ , 

nieeangs of the Board Aoer a” foi' attendine 

*■ “'-to.'.- retteriS 

-eting. Under Article it of /f «/- forevery 

P'-oposed to alter the remuJrltt tt is 

ooo^ng Es. 150, as the Directors may far!!* 

, A COB' of the revised set of Art' l' 

aiKi » copy of th,e existincr a 4-1^® mosed to be 

■ft«foho!der at the revisterer^p™^ 

Pany m any time durinfr i, ^ com- 

cinys, on other working 

li any of (jio sharehold''m'! { . 

in ™ncetion with the re^isedlurATf 
ol Directors will give due considerat on’tn'r ’ 
shareholders will be at libertv ta ™'''' 
in the proposed Articles' ntnchflcafions 

Yours faithfully, 

ay order of the Board of Directors 

limited, 

The Rail 

o-assL'tr “■ 

Managing Director. 
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10. Letter informinga Shareholder timi his shares hare been lodged 
for Transfer. 

t 

HINDUSTAN BIOTOKS, LIBMTED, 

S, Royal Exchan(;j;;Pla(.’3’,, 
CaLCU'ITA. 

5th March. 1946. 

S. T. Sharma, Esq., 

28, Shivaji Park, 

Dadar, Bombay. 


Dear Sir, 

We beg to inform you that an instrument of transfer 
purporting "to be signed by you and transferring 100 shares, 
numbered 2371447 to 2371546 inclusive, of this Compa'ny, 
now standing in your name, has been lodged at this office 
for registration, 

f’ 

Unless we hear from you to the contrary by return of 
post, it will be assumed that the matter is in order and the 
instrument of transfer will be dealt with- in the usual man- 
ner. - ' 


Yours faithfully, 
Hindustan Motors, Limited, 
A. B. Mehta, 
Secretary. 
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If 

/,/. Ltiler fit Sltiii^iihoU-itys ojjin'ing new Shares. 


TI!E S'C.1.ND1A STEAi\i NAVIGATION COMPANY,’ LTD. 


. SciNDIA IIorj-SF., 

Doi'gall Roao, 

RAIilAED ESTATE, 

I?GMBAY. 

7th March 194G. 

Jagdiyli Chandra Bahl, Esq., 

Sydenham College? of Commerce & Economics, 

BOMBAY. 

If 

Su’/'Madani, 

1. At the Exti’aordhiary General Meeting of the 

Shaz’eholders of the above company held on the 5rh March, 
1946, it was resolved to increase the Capital of the Com- 
pany from Rs. 2,25,00,000/- to Rs. 4,50,00,000/- by the issue 
of 15,(K),{M)0 new .shares of Rs. 15/- each. These shares are 
offered itt a premium of Rs. 15/- per share in the first in- 
stance to the members of the Company on the Register of 
Shareholders of the Company on the 22nd February, 1946, 
in proportion of one .share to every share held by the mem- 
ber. » „» 

2. The shares offered ai'e payable as follows; — 

• Rs. 10/- (Pvs. 5/- towards capital and Rs. 5/- to- 
wards premium) with application per share on or 
before the 10th April, 1946. 

Rs. 10/- (Rs. 5/- towards capital and Rs. 5/- to- 
wards premium) on allotment per share payable 
on or before the 15th May, 1946. 

, R.S, 10/- ■(Rs., 5/- /towards capital ' and Rs. 5/-; to- 
wards premium) on per share payable on or 
before .the :.;20tb ''June,' 1946., ,;/■/ ,■:'■'■ 

:,' //;, if/'any/'bmpimt, payable, .'.'on-, allotmeht. or; /in', -respect 6t 
:'.cali/be..npt' .paid^-.on .pr before ,;the . date: 'fixed in that- behalf,, 
,, .ihteresi/.wili.'be;.;'cbarged at'the'.Tate'.of 6,.%': per''ann,«m,',‘',froWi' 
'isucb.'date/:tili, 'payOient.'' '■ „.’:/ ,-// ',/'■ /;,"'/'■ ' 
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The shares are offered subject to« the following 
terms: — 

(ai) That these additional 15,00,000 shares shall rank 
for dividend that may be declared by the c(;m- 
pany for periods subsequent to 1st July, 19‘h). 

(b) That the Certificates for these new shares .shali bn 
completed for delivery within six months after the 
respective dates of allotment. 

3. In respect of your holding of 25 shares on the lL2nd 
day of February, 1946, you are entitled to 25 new shares. 
You are at liberty to apply for all or a portion of Ih.e above- 
mentioned shares. 

4. If you desire personally to accept tiie offer and 
take up the said shares or any smaller number, you should 
sign the acceptance form (Form A) hereto annexed and 
send it on to the Registered Office of the Company at the 
above address, with the application money calculated ;it 
the rate of Rs. 10/- (Rs. 5/- capital and Rs. 5/- premiuip) 
per share applied for, 

5. You are at liberty to accept the said shares your- 
self wholly or partly, or to renounce wholly or partly i.n 
favour of any other person or persons to be approved «'>y 
the Directors. 

6. If you renounce the said shares '-wholly, you are 

requested to fill up and sign the renunciation part'culars in 
Form B enclosed herewith and hand over the same to the 
person in whose favour the right is renounced, and that 
person shall fill in the “Request for Allotment” part in 
Form B and send the Form to the Registered Office of tlie 
Company at the above address, together with the anplica- 
tion money calculated at the rate of Rs, 10/- (Rs, 5/- capital 
and Rs. 5/ premium) per share applied for. - ^ 

7. " in case you necepit' some of the shares - offered' ahd ' 
renounce the others or any of them, you shoffld- sign the 
Acceptance Form A for tJjO shareff you Accept and sign the 
Renunciation part in Form B, and the person in whose 
favo'ur-- 'ther.ehares'.'Are'Tenouhced ^sho^d-.-aign -the “Request- 
for Allotment” part of Form B. These forms should be 



Pi'-C r.Dl ARIAL CORRESPONDENCE 


37] 


sc!il I'J Ui^ K'jybleicd (DlTice of llio Company at the above 
ackh t ):yihor wUh aoplication money cakuiated at the ’ 
rale > : lb''’. Ih/- per .share applied for. 

In (.‘U'-e Ihe shr.’es are intended to be renounced 
i.n j..voiir i,f niujc than one person, extra Forms B can be 
ubti h.ei' op applicat 'on to the Company. 

!). lii fiiu'.k fur shau'ri hy any person in whose favour 
Mill u! 1} tin uiux' \(iur right to any of the shares offered 
t(s you .^ill’ll he on iurtluT terms that the directors shall be 
eutitji d at tiK'O- discretion to reject such application with- 
out assipunii', a''y uai uiis lor .such rejection. In case of 
sucii rejection, you have the option to apply for and take 
up the .'Imres youriiell' within a week thereof. 

It). 11 \ ou dc.sire an allotment of shares in excess of 
the sluiu.> ulfored to you out of the shares which may not 
Ix"* taken up pursuant to the offer, you may sign the form 
of Het}Ui’‘!t {Form C) for additional shares, which is also 
annexed, and .send the same to the Registered Office of the 
Company at the above address, together with the applica- 
tion munoy calculated at the rate of Rs. 10/- per share. 
The allot inenl of such oxce.ss shai’es shall be at the discre- 
tion of tile Directors in all respects. 

11. Iti any of the cases, whether you personally take 
up all or juirt ^f such new shares (Form A) or whether 
you appoint an appointee or appointees (Form B) or apply 
foK addilional new shares (Form C) the form or forms as 
tlie ease may be, duly completed and signed, must be so 
returned as to reach the Registered Office of the Company, 
•‘Scindia House", Dcnigall Road, Ballard Estate, Bombay, 
on or before the lOth April, 1946, together with the appro- 
priate hifin payable, failing which the offer hereby made 
will be deemed to have been declined. 

ALL CHEQUES SHOULD BE MADE PAYABLE IN 
BOMBAY. ALL APPLICATIONS WITH MONEY l^VILL 
BE RECEIVED BETWEEN 11 A.M. AND 3 P.M. ON WEEK 
DAYS AND UP TO 1 P.M. ON SATURDAYS. 

Fojf The Scindia Steam Navigation Co. Ltd,, 
Naroltam Morarjee and Co., 
Agents, 
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12. Letter from a Shareholder enquiring about the, Company's -pro- 
gress and the Likelihood of a higher Div idend. 


24, Ganbiii Nag.vij, 
Bangai.ore. 


24th January, 1938. 


The Secretary, 

Messrs. Simpson & Co., Ltd., 
High Street, 

MADKAS. 


Dear Sir, 

I have been a shareholder of your Company for the last 
five years and am glad to hear that the Company is making 
satisfactory progress. As I intend to increase my holdings, 
I should like to know from you officially whether the 
Company has really good prospects, and whether there is 
a likelihood of a higher dividend being declared by tho- 
Company this year. 


Yo?ars faithfully, 
A. B. Mudaliar. 
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13. Reply to Letter No. 12. 

SIMPSON AND COMPANY, LIMITED.’ 


High Steeet, 
JIadjias. 

28th January, 1938. 

A. B. Mudaliar, Esq., M.A., 

24, Cj;;nd!'ii Nagar, 

BANGALORE. 


Dear Sir, 


In reply to your letter of the 24th inst., enquiring 
about the prospects of this Company, I have to state that by 
virtue of rny position as Secretary, I am prevented from 
divulgii’;.* any information of the kind you seek. You will 
agree with me that in giving you such information I should 
'be acti.'ig in a manner highly prejudicial to the interests 
of other shareholders. 

I advise you, therefore, to study the latest Directors’ 
Report and the Balance Sheet of this company, which will 
eijable you to form an idea of its present position and 
future prospects. Your stock-brokers also will be able to 
advise you in the matter. 

Yours faithfully, 
Simpson & Company, Limited, 
John Brown, 
'Secretary; : 
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14, Beply to a Shareholder mho eomplaim that ’the Dividend re^ 
commended hi/ the Directors is unjustifiably lore. 

THE A. B. C. COMPANY, LTD, 


32, Ciioiinia vn, Srui rr, 

JiOMBAY. 1 . 

Lsl July, 192o. 

N. S. Das Gupta, E?q., 

The Mail, 

LAHORE. 


Dear Sir, 

In reply to your letter ol 27th Juno, 192.5, 1 have to 
inlorm you that before deciding to recommend the rate oi 
dividend, the Directors fully considered all the points raid- 
ed by you. In their opinion, it was in the best intei'e.sts 
of the shareholders as a whole to strengthen the financial 
position of the Company, by appropriating a large porUon 
of its profits to the Reserve Fund and limiting the dividend 
to the rate suggested. 

The Chairman proposes to explain the matter in grea- 
ter detail at the Annual General Meeting of the Company 
to be held on the 10th inst. 


Yours faithfully, 
B, C. Burjor, 
Secretly. 
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1!). Rcphj to a SJtareholdcr ivho compluins that in spite of his large 
hUduips of tkeCumpantfs shares, no preferential treatment was 
gh-tii to his Tender. 


TILKA & COMPANY, LIMITED, 


PltlXCESS S'L’REET, 
BoaUJAY, ‘i. 

1st April, 1936. 

Yodh riaj, Esq., 

Main Avenue, 

Santa C'ruz, 

BOMBAY, 25. 


Dear Sir, 

We are in receipt of your letter dated the 25th March, 
KUggf'.stjng that your tender for stationery, etc. should have 
received preferential treatment on account of your holding 
300 shares of the Company. In this connection, I have 
betm dinjcled by the Chairman to inform you that it would 
not be in Sie tnSerests of the Company to deviate from their 
established policy of judging each tender on its merits, and 
of' not being guided by any other consideration. 

Yours faithfully, 
B.^ Sims, ' 
Secretary. 
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16. Report from the Directors to the Shareholders, accompanying 
the Statement of Accounts. 


TO THE SHAREHOLDERS 
OF THE 

ANGLO-INDIA JUTE MILLS COMPANY, LIMFfED. 


Gentlemen, 

We beg to submit the Audited Accounts for the half- 
year ended 31st March, 1940. 

These show a profit on Revenue Account of Es. 
7,18,892-8-2. On transfer of this to Profit and ■ Loss and 
after reserving Rs. 1,00,000 for Income-Tax and Super-Tax, 
there is a balance at credit of that account of Rs. 7,54,096, 
which we recommend should be dealt with as follows: — 

Rs. as p. 

To payment of dividends, free of Income-Tax: 

On Preference Shares at the rate of 

7 per cent, per annum (Rs. 3-8-0 per 

share) 96,677 0 6 

On Ordinary Shares at the rate of 

20 per cent, per annum (Rs. 10-0-0 , „ 

per share) 4,92,070 0 0 

Total ' 5,88,747 0 0 


leaving a balance of Rs. 1,65,349 0 0 to be carried for- 
ward. 

The Company’s mills worked 54 hours per week until 
the 4th November, 1939, when, hours of work were , increased- 
to 60 per week to meet the additional demand for Jute 
goods from His Majesty’s Go-vemment. 

,of the 'period under 'revieiw-, there' 
was a good- demand ' from' all ',"consuraiijg' centres,,' and prices " 
of both Jute and Gunnies were forced to uneconomically 
high levels by speculation, , The inevitable rea<5tion follow- 
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ed in trie sccoiTsi half of the period, the drop being more 
pronouncec! in the prices of the manufactured article. 

Tiie Ccn'Grnment of Bengal, who had announced their 
intoriiion to restrict .sowings of the coming season’s jute 
crop, wore por.suacied to po.stpone their plans, and with 
excellent crop prospeet.s, the price of the raw material has 
now rcjccded to a level more in relation to the finished 
article. 

Th.e manufacturing margin of profit at present is small 
and whale tho crimpany has secured forward sales at re- 
munerative prices, it would be unwise to forecast pros- 
piKds with world conditions as they are, 

Tiie addition to Block Account represents the further 
installation of modern machinery. 

In January last, Mr. T. B. Nimmo was appointed to fill 
the vacancy on the Board of Directors caused by the retire- 
met\t of Mr. Thos. Douglas, while, in February, Mr. C. E. 
W. Price, on return from furlough, resumed his seat on the 
Board, ■* 


We are, Gentlemen, 
Yours faithfully, 

_fN. D. Gye. 

Directors, ^ C. E. W. Price. 
IT- B. Nimmo. 

DyNCAN BROTHERS AND COMPANY, LIMITED, 
: , ' ' Managing Agents., ;■ 

^01, Clive Street, 

■' I9th April, ;1940.v„'' ;■ ^ 
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17. Report from the Secretary recommending the cstabUshnient of a 
Sports Club for the Company's Staff 

r 

ASJUN INSURANCE COMPANY, LIMITED, 


AeJUN IkrILUINO. 

BALLAwr; Estate 
Bombay, I. - 

15th September, 1945. 

The Managing Director, 

Arjun Insurance Co., Ltd. 

Dear Sir, 

The Secretary of the Staff Union of this Company saw 
me on the 12th September to inform me that the staff feit 
that the Company should establish for their benefit a Sports 
Club as had been done by many other insurance companies 
in the city. He also assured me that the staff were pre- 
pared to meet a part of the cost of establishing and running 
the club. 

The need for providing the staff with a Sports Club 
has often been pointed out to me by various members of the 
staff. This demand has lately become insistent in viev,' of 
such clubs having been formed by other insurance ebm- 
panies for their staff. I am of the opinion that we should 
grant this request as it would meet a long-standing de- 
mand of our staff, and at the same time result in the im- 
provement of their health and increased effieiehcy in their 
work. I have made the necessary, enquiries,;: to- ascertaip; 
the cost of the project^ and submit the estimate for yphr* 
consideration,'-';:. . ... ''V.'.-;:: 

; . Premises, , for the Clt^b:: ■:.After,. inspecting several 
piises I am of the opinion that the 2nd floor of Amin Build- 
.ing, ;:114,;\. Mint; Eo§d, which'dk . 'vacant';' at'. 'presentj,';is . 'the, 'most;' 
suitable place for the club. The premises are well ven- 
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tilatccl and lighlt'd and have the following accommoda- 
tion: — 

(i; A liaii 40’ 40’, suitable for use as lounge. 

Iji) A room MO’ x 20’, where table-tennis and indoor 
gan.'tas can be played. 

. (iii) A HHini 30' x 30', which can serve as a Refresh- 
ment Room. 

(!v) A .small room 15’ x 15’, adjoining the above 
where refreshments could be prepared, 
iw! A .smai! roc»m 15’ x 12’, suitable for use as a cloak 
room. 

* (vi) Tiw pvc'STiises are also equipped with sanitary 
arrangements. 

S'poflii Ground: From, enquiries made at the office of 
the Muriieipai Corporation, I learn that a suitable plot at 
the E.s|.)!anade .Maidan may be allotted to our club at a 
qtiartcrly rent of Rs. 25/. 

Inilital Expenses: From estimates received, I think 
the initml expense would be as foilowis: — 

* 1. For furnishing the premises for use Rs. as. p. 

as a flub. 3,000 0 0 

ii. Crockery, gas-stove, and utensils. 350 0 0 

iii. Cricket *bals and other cricket 

accessories. , 250 0 0 

' iv. Table-Tennis table. 150 0 0 

V. Bats, poles, nets, etc. 25 0 0 

vi. Carrom Boards, packs of cards and 
other accessories of indoor games 25 0 0 

Total Rs. 3,800 0 1 

BfcirrTinp Expenses '.(Annual).. . ■. 

I.'''' i'Reni.' of.' the premises -at'Bs. 15.0,; .per ■Rs,',.'''as.' p." 

ii.:.' 4 JaervaMs.. .ea.ch',.' at ' Rs, 30^ .per m:onth:'.'' . 1,440/ ''O' 

..■."...'"'.'..."Tfi/.' 'Rent-.of: ground-.. .■,/./. /'. ;/ 0'' , 

, iv. Electricity, |as and water charges , 300 0 0 

::/;f ."''"d' /■ t. ! ’ ../ /Totai.: 'is. , 3,640' ''O' 
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The club will charge each member R^, 2 .as admission 
fee, which will amount to Rs. 500. This amount will re- 
present the contribution of the staff towards- the initial ex- 
penses. As regards the recurring cost, the Staff Union is 
prepared to bear half of it. Thus the company will have 
to contribute an initial sura of Rs. 3,300 and a recurring 
grant of Rs. 1,820 per annum. As the amount that the 
Company is expected to spend is not large, I strongly re- 
commend that it should provide the staff with a Sports 
Club, and thus satisfy their long-standing need. 

Yours faithfully, 

B. D. Talwar, ' 
Secretarv. 
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IS, frf.ihn ihf Slajf to the Secretary, 

f5AN’K STAFF ASSOCIATION. 

In'dits Baniv Ltd., 

Her ]>. M. Road, 

Rombay. 

Tbe St'<'rf't,'jry. 20th September, 1945. 

Indus Bank, IjUL, 

Sir IJliiruKsliah Melha Iload, 

BOM13AY, 1. 

% 

Dear Sir, 

» 1 have i:w.'e!i hislrueted by the Representative Commit- 
tee tif th<;‘ iibuve As.s'ot*iation to address you as follows: — 

1 . Wttli reference to your letter No. A/5, dated the 
I2lh inst., rny Commillee note with satisfaction that the 
authtuitiC'S are going to take steps to reduce the working 
houra of the st.iif of the Accounts Department at the Head 
Offi£;c. They fully appreciate the difficulty of devising a. 
.systtmi that will be fool-proof against the balancing diffi- 
culties. ’They suggest, however, that one of the best ways 
of solving tlie problem is the appointment of a late duty 
staff sufficient for the requirements of the clearing sections. 
This arrangement, they think, will regularize the working 
hours of the offict; within the scope of the Shop Assistants’ 
Act, the provisions of which, they understand, will be 
applicable to this Bank also, on the official termination of 
the War, in the near future, 

2. My Committee desire to point out that all through 
the difficult .years of IhO' War,,, the Bank staff have worked 
hard, often under the most trying' conditions, and that as 
the War is': how over, they are: entitled to a, Victory Bonus, 

.^'J^|^is,'lGgitimate■: claim, which' has .been met by . several other, 
Ba'nks 'will/ it is '.hoped,' be'. ,con,sjdered>',symp'athe'tic'al.ly,'by 
..'■ the'' authorities' '.'Of ' thiskBank'. also,' to.'compensate the 'staffi 
''for'.tbe burden -'';of /heavy '.'Work,' bW^^®. hy them all,;' these 

3. The War" is now over, but the high cost of living 
brought ‘about by ft is likely to continue.''- fo'r many '''years to 
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come. My Committee, therefore, request the authorities 
to revise the scales of pay of such staff of the Bombay 
Division as receive salaries below Rs. 300 per month. TJic 
necessity for such revision has been felt by several other 
banks also, who have recently revised their grades, not- 
ably the National! Bank of India, Ltd., and tiie Central 
Bank of India, Ltd. The Committee understand that a 
similar revision has been sanctioned in respect of tlie 
Madras circle grades. 

4. The Clerical Staff Leave Rules provide that- four- 
teen days’ leave on full pay shall be earned for each twelve 
months’ service, cumulative up to one month, but that, it 
cannot be claimed as a right, and is subject to the con- 
venience of the Bank. The last condition has worked to 
the detriment of the clerical staff in general, and of the 
clerks in the Accounts Department in particular, many of 
whom have been unable to enjoy the leave earned by them 
for quite a number of years owing to acute shortage _of 
staff in that department. My Committee, therefore, re- 
quest the authorities that while revising the Leave Rules 
for the said stajff, they should consider the advisability of 
making such leave cumulative up to two months, instead 
of one as at present, and to instriict the Heads of Depart- 
ments to consider leave applications more- favourably than 
in the past. 

In closing this application, my Committee hope that-the 
above suggestions, the fulfilment of which is essential for 
the amelioration of the conditions of life of the Bank em- 
ployees, will be received by the authorities in the spirit in 
which they are- made, and that they will be kind enough 
to respond as generously as possible, in the interests of the 
^ staff and 'the efficiency'.of dhe;. 6ank.,; ."■■■ . 

, requested dhat,. this Tetter, with your 'recorn'menda- 

’tibns, be 'placed before the 'Managing iDirector. 'and; his ^reply 
be communicated to me as early as possible. 

'i y;,:; ; ■ '■ V^oui-s '.faithfully, 

' Presidint. 
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19. ili'phj frum Si'crctiirij. 

THE INDUS BANK, LIMITED. 


Sm P. M. Road, 
Bombay, 1. 

27th September, 1945. 

The 'President, 

buiui*’ Brst'k Staff Association, 

BOIvIBAY, 

» 

Dear Sir, 

I ani in J'eeeipt of your letter dated the 20th Septem- 
ber, 1945, which was placed by me before the Directors. I 
have been directed by them to reply to it as follows: — 

1. L«tc Wurhing Hours : — ^The Directors thank you for 

your suggestions contained in paragraph 1 of your repre- 
faj?ntation, and wisli me to state that steps have already 
been taken to curtail the long hours of work in the Accounts 
Department by augmenting the staff in the Clearing Sec- 
tiem. . 

'IP ” » 

2. Vietory Bonus : — As you are aware, the Directors 
were pleased to sanction two months’ salary as a bonus 
last year, and the sanction of a further bonus is under their 

, consideration. They desire me, however, to convey this 
to your Association that there can be no question of the 
staff bein|* entitled to it and claiming it as a legal right. 

■ t.' \:Remsion' of -Scales of Pay:— The scales of pay fixed 
the Bombay Division were based on pre-War condi- 
tion^, and in order to meet the increased cost of living 
created V.'by'': 'the '.Warj;, 'deaxncsa' allowance is .'sanctioned 'to' 
the staff. In the circumstances,^no revision of the scales 
of pay in the Bombay Division, vyhich are more favourable 
than those of other Divisions, is practicable until conditions 
show signs of stability, ^ i 
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4. Leave Rules for Clerical Staff: — Itjias not always 
been possible to allow the staff to enjoy the leave earned 
by them owing to conditions created by the War. But willi 
the restoration of normal conditions and with the increase 
in staff, there should be no difficulty in satisfying all appli- 
cations for leave. From a perusal of the leave rccorcls, 
moreover, I find that the number of those who were pre- 
vented from enjoying the leave earned by them ivas very 
limited. 

In conclusion, I wish to assure the members of your 
Association that the Directors of the Bank have always 
taken, and will continue to take, a sympathetic interest jn 
all matters pertaining to the welfare of the Bank Staff. 

Yours faithfully, 
Jamshed Kanga, 
Secretary, 
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‘'iiV/fV/’i/ Ilf Jllolincnl'' 

TH'r: .SAI HIND COMPANY, LTD, * 


I t At'(U,t,o Street, 
iti'onvw. 1. 

23rc! April, 1943. 

Ti'if.' i>i’ Cf>n'!p:inies, 

Strrt;';. 


Re Reiurn ol Aliolment. 

, In feiTipUanco with Sec. 104 of the Indian Companies 
Aft. Ifil.'i we send herewith the “Return of Allotment” 
duiy fonipifdC’tl fur ailolmont of shares made on the 22nd 
»ApnJ, liMA. 

W'e riljSCi send per bearer a sum of Rs. 3, being the hling 
fci:’ icir tfie’ fgunt'. 

Pieusc* acknowledge receipt of the “Return” and the 
rmounl, , , . ' , 

: ' Yours faithfully, 

The Jai Hind Company, Ltd., 

' A. B. Lakdawala, 

End; ‘%,?tiirn t)!' Allolmenr. . Secretary. 
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21. LHter change in tin Ecgi^^kfcch itj i!ie 

Company, 

f 

THE JAI HIND CORfPAXY, LID. 


I rj, Ar<n i.(« Siiii 1 1 
Boiuu\, I. 

27tn Ma}, 

The Regibtrai of Coinpanic-u, 

Apollo Street, 

BOMBAY, 1. 

Dear Sir, 

We hereby give you notice, in accordance with Socliun 
72 of the Indian Companies Act, 1913, that th(' Registered 
OfiScc of the Company was removed from td, Apollo Street, 
Fort, Bombay, to 112, Apollo Street, Fort, Btanbay.'on llie 
17th May, 1943. 

Rupees three being the fee lor filing the cinnge is sent 
per beaier. «■ 

Yours faithluily, * 
The Jdi Hind Company, Ltd., 

A. B. Lakdawala, 
Secretary. 
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II’, < •tiiiiHiHiti., acuDnpamjing AH(]iled 


lAi. IVSl) rO\i ’AXY, LTD. 


i 12. Aih.u.o S'ranr.T, 
!{u.Mrv\ . 1 . 

2 :ir(l July, v.ii.o. 

T!u f « 

An ' t*> S'i 
BDilll.W s 


Di-a 


H 1 , 


iU' Hfiinii • ‘1 (Ij) & 1 .‘j 4 of the 
j ! u,ui h Cimipdint a Act. 


lit custip. uiiti uilli Si'i'tiou yi (li) & 1.')4 of the Indian 
CtmijuinK , Alt, vvt' hi-f> to M’ud herewith for filing the 
Amnio! Li-t.! t>! Weoiboi'H :nid Sunimaiy duly signed by us, 
logethei \uUfJtHf* neees.saiy certificate and three copies of 
the luuiued Sheet and Profit and Loss Account for 

the viar eiuli'd the lilst Decenibtr, 1044, which were adopt- 
eti {ft tlw‘ St'cond (Jrdinary General Meeting of the 
Shnieholder.H of tlie Company held on the 19th July, 1945. 

RupC’cs .SIX, being the requisite amount of filing fees in 
respect of the above, }:> .sent lierewilh. 

Yours faithfully, 

The Jai Hind Company, Ltd., 

A. B. Lakdawala, 
Secretary. 
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^Letter to the Ktiiistrur of Cim'jXiniif!, u l)t. if'o's 

resii<iiat(ijii Jioiii (inofht)' ('uitipaitj. 

THE JAI l(tND COMPANY, LTD. 

i iJ .IjKult) .>'!(< L 

26ih AugiLst, llJil. ^ 

The Regisliar oi Coeipauio.s, 

Apollo Street, 

BOMBAY, ]. 


Dear Sir, 

In compliance with Section 87 of the Intiioi! C<'imjXinus 
Act, 1913, we beg to inform you that Mr. Chhagaulal (i 
Patel, a Director of this Company, has. by his letlw dwti'c'^ 
the 21st August, 3945, notified to our company that he has 
ceased to be from the 10th July, 1945, a Director of:- 

THE CYCLE HOUSE (GUJERAT) LTD. 

The requisite form, duly completed, '•* ,sc>nl tor filing, 
together with Rs. 3 as fees for the same. 

Yours faithfully. 

The Jai Hind Company, Ltd., 

A. B. Lakdawala, 
Secretary. 


Enc. Form No, XII. 
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0/rli TestiiihnuaL 

/ 


' Bikla House, 

\ Hokxuy Road, 
Bojibav. 

.1rd September, ll>42. 


, This is to certify that Mr. C. Shah has been in our 
sei vice as a Junior Clerk from the 1st January, 1942 to the 
Jlsf August, 1942. During this period he thoroughly satis- 
lied us by his hard work, intelligence, and willingness to 
carry oftt the orders of his superiors. We are sorry that 
the closing down of our business compels us to dispense 
witli his services. However, we wish him success and are 
pleased to recommend him for the post of a clerk in any 
commercial office. 


Shah, Birla & Co., 
S. T. Noula, 
Manager. 
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Ojic I Testimonial. 


"TO WHOM IT MAY CONlf'EKlN. 

The bearer of this letter, Mi. S. S. Jushi Ivr- i"'. 
in our employ as an Accountant tor the last lu’c >(ui 
during which time we found him a man of good cli tuU 
high ability and indefatigable industry, ile is oo!i'',ed -n 
leave us as the climate of Bombay docs not agrt\‘ uitli «o 
members of his family. 

We are sorry to lose his services, but at the tame liui 
are eager to see him suitably employed. WY, tneiadon 
strongly recommend him for appointment as in Aceenui 
ant in any reputed business house and shall bo yiad t. 
answer any enquiries directed to us about him. 

For The Carbon Manufacturing Co., Ltd. , 

B. h‘ Mody, 
Manager. 


2nd February, 1947. 
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1 . Testlmmial, fmn th. Head of cm titution. 


Bojj^ay School of Commerce, 
1st June, 1946. 


I’his is to certify that J. C. Mehta was a bona jftde 
siudent of this school from 1925 to 1930, and passed the 
Government Commercial Diploma Examination in the 
Second Class in April last. 

During his stay at the school, Mr. Mehta received in- 
struction in English including Commercial Correspon- 
dence, Commercial Arithmetic, Commercial Geography, 
Office Routine, Book-Keeping and Accountancy, the last 
• being his optional subject. 

Mr, •Mehta was regular in attendance and diligent in 
hiiiS studies. He was liked by his teachers as well as his 
classmates because of his pleasing manners. He bears a 
good moralWiaracter. I wish him a successful career. 

A, T. Kaji, 
Principal. 
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NEW INDIA Steading company 


LS, lIoKN’i:v lio.M), 

Fokt, 

ilOMHAY. 

18th August, 1D42. 

The Social Stationary BTart, 

Queens Road, 

BOMBAY, 

Dear Sirs, 

Mr. J. K. Lai has applied for the post of a Correspon- 
dence Clerk in, this firm. He has given your name as u 
referee, stating that he was in your employ from January. 
1938, to December, 1941. We shall be obliged if you whl 
let us know what you think of his ability and general trust- 
worthiness, as the position in question is of consider- 
able responsibility. ' 

Please rest assured that any information you rnay be 
pleased to give us will be treated as strictly confidential 
and we shall be glad to reciprocate on a similar occasion. 

' ^ . Yours 'truly, , , ■ ' , 

New India Trading Co,, 

■" ■' ■ "■ . B.H^dody, • 

leneral Manager. ^ 
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(>. Repljf from ifie r-jeree. 

THE' SOCIAL STATl])NEEY MAEf 


Queens Road, 
Bombay. 

24th August, 1942. 

The'‘'i^eneral Manager, 

New' India Trading Co., 

Hornby Road, 

BOMBAY. 


Dear Sir, 

1 

In reply to your letter of the 18th August, 1942, we are 
w g]ad to state that Mr. J. K. Lai was in our service from the 
1st January, 1938 to the 31st December, 1941 on which 
date he' resigned with a view to bettering his prospects. 

■1 

During, his association with us, Mr. Lai held the post 
of Additi<lfca^orrespondence Clerk, in which position we 
found him^i^ii^ efficient in his work and thoroughly trust- 
worthy. ‘We think him suitable for the post for which he 
is J)eing considered. , , 

' Yours truly, 

The Social Stationery Mart, 
K.''K. Sharma., ■ 
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''Ap'jUcaHon 


•Mill Pams,! yph 


Hcadings. 


The Principal, 

Sydenham College ot 
Commerce & Economics, 
Hornby Road, 

BOMBAY, 1. 


y<). Cl ii/o\ Sk'i \iir„ 
Nnw Douii. 

l&t June, 1940. 


Sir, 

I have the honour to apply for the post of As.'^istao 
Lecturer in Commerce, advertised in yesterday's “Times in 
India”, and give below particulars of my qualifications an.! 
experience. 


Age. 

Caste. 

Hatlro Town. 
Nationality. 
Education. ' 


Twenty-five. 

Brahmin, Hindu. 

Delhi. 

British Indian Subject 

Enteminations passed with 
classes obtained:-— 

(i) M a t r i c u la tion of 

Delhi University, in 
the 1st Class, in 193B. 

(ii) Intermediate Com- 

merce of .Bombay 
Univertf-tj^ in the 
1st Class, in 1940. 
(lii) B.Com. of Bombay 
University, in the 
1st Class, in 1942. , 
<iv) l^.Com. • d1 Bombay 
University, in the ist 
Class, in IfMMs, 

^ «.#V 
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Arlij;iiies. \ 

E^ir a-Ciir r i cu iar 


Teaching Expeiience 


Testimonials and 
References] 


Salary Expected. 


I^was — 

,-f (i) A member 

College C'-r if ^ e, 
Eleven. .bP 

(ii) Secretary of i »ie 
College Union-f from 
1939 to 1941. 

Since passing the M.Com. 
Examination in June, 1944, 
I have been employed as 
Lecturer in Commerce at 
the Batliboi Accountancy 
Institute, Fort, Bombay, 
which post I hold at pre- 
sent. 

(i) I attach a copy of a 
testimonial from the Prin- 
cipal, Sydenham College of 
Commerce and Economics, 
about my proficiency in 
studies, and character. 

(ii) The Principal, Batli- 
boi Accountancy Institute, 
has allowed me to request 
you to refer to him for in- 
formation regarding my 
work as a Lecturer. 

I expect an initial monthly 
salary of Bs. 250/- in the 
grade advertised. My pre- 
sent salary is Es. 200/-. 

the honour to remain, 
Sir, 

Your^most obedient Servant, 

Y. G. Bharg^va. 
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^ i^'>pUcation from, a yoi^ ig inim v:hi "ndrav nirs io,eoti,'inn 
r'l . ,j jSni'oloycr that he ktwt^i hoic to xoiitt, '’'hales Lt iters % 
'jifig Ms application itself 't a Sales Letter.*’ 


Xkw York, 
isl Seplemocr, 1940. 


Dear Mr. Downey, 

It will take about two minutes to read this JettGr.'1'>nt 
it may lead to an understanding between us which ‘.will 
last for many years. At least, will you just relax and listen 
while I tell you my story. » 

Frankly, I come to you as a salesman, and that auto- 
matically makes you the potential buyer. What I have to 
sell is used in every business. It is both necessary and 
important and you could not possibly get along without it. 

I am not fooling myself with the thought that fancy words 
of glittering generalities in this letter will make tlio sale. 
That would be an insult to your intelligence, and a reflec- 
tion on your buying ability. Unless I can offer superior, 
quality and lasting satisfaction, you will not be int<^re.sted. 
And should not he. ' ' 

Coming straight to the point, it is a MAN flhavo for 
sale — and that man is myself. 

Without wasting a lot of time with details about ex- 
perience and training, which can be explained later, let me 
simply say that I can write sales letters which do get 
orders. I can write them better than thp average man, 
and for that reason I can get you more or<fr«s%,^than you 
ordinarily would expect. ' ' : 

That is my story in a 11— -better ^sales letters 

more orders . . . y# . . . ei tra profit for your busi- 
ness. It is a statement I tan prove b^ performance on the 

• tPraakal Bmiitess Ad^inislratim, Ameriesn Teolmteia 'CSul-' 

pp. 350*1. 
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job just '^s I h'xve d'le on other jibs. And on that 
I'.icnl, -1 rest' my case. If you arf not completely sfdsh 
wil'n the pull of your sales lett rs, if you are anx-or” .i. 
pusli stsme new products by mai .-selling, then I can abso 
lulely guarantee results on either job. This is not a ,l . 
of bragging— just plain unvarnished truth. I do knov the 
let'hnique of writing sales letters — because I have been 
tligging at it for years. 

^^ase let me know when I may see you (Phone K. 
Earn^'* IbOO) . At that time I will add the other informa- 
tion about myself that you will want. I am old in expe- 
rience, but not in years. All of that experience is avail- 
able— to straighten out any kinks in the letters you are 
now using, or to write new ones that will increase your 
sales. 

Thank you very much. 


Very sincerely yours, 
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